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' ■ The objective of this report is to presaj^t 

recoaaendations and Criteria for planning, developing, and etalaating 
school and syste»-;leYel tedia programs. These rec<jiiendations are 
based on a-bxoad concept of services, inlejjded to -pro,vide staients 
.«d teachers nith the aedia services and resources necessary for 
giality'edacation. i |)road"plan is presented, rat|rer than a 
step-by-step lanajgi, with disci^ssion of (if, the media Iprdgrai, 
incflading rational?, prograa criteria, and ;5tBdent skills 
develi^pient; (2) personnel, r inclading certif icatica; ccMpetencies, . 
staffing patterns and sapport staff; {3)lbodget; (ft) resources, 
incloiling accessibility-, selection and collections; (5) facilities, ' 
ineitf^ing planning,' fanctional and spatial relationships, design and 
farnishings; and (6) the system- level media program, itKzlading 
program components, ^r.vices, staffing, materials, equipment, and a 
professionaJ, reference collection. App9Dded are; a selected 
bibliography, an assessment instrument, and a gVide for accecsi'oninq 
media. (STS) " ' ^ . 
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The activity which is the. subi&t of this report was s«pportM 
ain whol^ or, in p^ft by tne JKS. Office of Education, Deparfi^t ' 
of Health,' ^ucation and^^lfare '(ESEA Title II). However^ the 
opinions expressed hei^^in do no^ necessarily reflect the position 
or- policy of^he U/S. Office of Education should be Inferred/* 
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The ro^t effective inscrucciooal prograss -^esploy b 

* S^^nultiseasory approach to learning in their effort 

, ^0 serve students vitb.varyii^ bfci^roiznds, abilities, 
needs, and interests* Sudb an- approach eriraces the 
^ potential of all sources of infjorzation — printed, 
visual, auditory, and tactile* It involves the use 

* of all prpes of oedia by students and faculty in 
achieving the objectives of tne scilool* ' In sucb an 
instructional environment the cocprehansive Dedia 
•pragraz is a f uniiazental parr of the educati-onal* pro- 
cess supporting, extending, and -enriching the ' 
curisiculuc;. . - ' • 

i 

These recozsaendations, 'approved by the State Board of . 
Education at* its Koveraer, 1975, meeting, sxiculS be 
• looked upon as criteria -for planning, developing, and ^ 
evaluating nedia progrars^ vhidh serve xhe leamiiig 
needs of students and the instructional needs of 
reachers based on the objectives of the educational 
prolan of the school. 

Effective irrpiesentatioo of these recosaendations 
viil reqiiire the carefuilly orchestratedi cooperation , 
ahd contribut^^on of the local board of education, 
, adninistratora, supervisors, teachers, laedia pei^sotmel, 
and students. As a t^ult of careful study* and con- 
scientious effort, to incorpor^'te thee in day-to-day 
operational procedure^, these rQC<^zsendations should 
sake a significant contribution to the iTsp roveaent of ? 
pii>lic education in. Kort& Carolina* 




A. Craig Phillips 

State Si^erintendeti: cfe Piiblic Instruction 
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PREFACE 



MEDIA PF^^RAH RECOKHEKDATIOKS : IKDIflDtJAL SCHOOL/AlHINISTRATrVE UNIT is the 
' result of the coQtribu^ioo of aany individuals fron the pubdic schools of 
Horth Carolina^ fron colleges and universities, aiid froa the Departc^t of 
Publit Instruc'tion. • Tne enthusiastic participation of so cany individuals 
hffS been gratifying and, to sose degree," irea«ures the extent to vhich the 
'T,e^ozzz^dat ±ons represent a con^^sus of the'direct ion, in which scIkwI « 
nedi^^lrograns should E^ve. ' * 

Tne development of the Recorz^endat ions has been the result of careful, and 
at xises ttx> slov, effort over a period pf years. Beginning In 1970, a 
first step w*as taheQ vltb a ^series of regional meetings bringing together 
representatives of public schools and higher education vho had expertise 
in library science, audiovisual education, and instruct iQ|xal television. 
GUIDELIKES FOR SCHOOL HEDIA V^OGBJ^S, a first draft, vas.^ublished and 
given llniited distr Tout ion in late 1970. Tne vide divergence of opinion 
concerning the acceptability 6f this doci^^ent 36 a basis' for further vork 
led tc reihinkihg^and a rededicated effort to gain zore complete agreer^ent . 
regarding ccirpetencies needed by professional personnel iir^the public sclk>ol • 
nedia field. Fortunately, the revision of guidelines for teacher educaxion 
programs, placing greater esphasis on pozrpetency-based certification, afforded 
the needed opportunity for achieving better 4gree:ient. • 

In developing the Recommendations, careful attention has been given to the 
suggestions contained in STANDARDS Jt)R SCHOOL MEDIA PROGRAMS^ ALA/KEA, 1969, 
and KEDLA PRDGHAHS: DISTRICT AKD SCSDOL, ALk/AZCIy 1975. Tne Recomendations 
reflect the best think±ng of the leadership provided by th^ Council of Cnief 
State School Officers, the Arrerican Library Association, and the Association 
for Educational Cccn=uai cations and Technology. Recognition is sade of tiie 
contribution of the Standards Corrdttee of the !k>rth Carolina AssQ/:iation of 
School Librarians which reviewed aad criti'qued the initial iraft of the 
Recomendations prior to the final editing. ' • 

• ^ • 

rne quantitative staj:idards for raterials a^d ecu^jsctSt^are believed to be, 
realistic. Every school in }Corth Carolina either h:as*achieved the Level I ' 
recozziendations or* is in a position to do so in the very near future. 
Reco2ciendat ions concerning staff, facilities, and budgetary support are acre 
challenging and serit the aost serious effort on the part of all vIk> ^eek - 
to 'iicprove the educational op|>ortunities of the youth of !iorth Carolini. 
As schools approaph the ultisate of service to their students and teachers, 
they vill be iirplei^enting th^ Recodssradat ions for Level II and Level III. 
The degree to vhich these are accomplished will be a ceesure of our devotion 
to". quSjlity education for all. ^ ' |^ 




Jaces y. Carruch, Director 
Division of Educational Media 
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I^TRODUCTION 



There is no single Vocational progras that ceets the ue^edji of 
all studeqts equally well. Tnose who strive to build ITetter educaTtioaal 
prograns oust constantly and honestly exanine and reexamine their goals 
and objectives. Education of high quality is cxpenSsive, but far pore 
costly is the waste of hucan resources in poorly ^ucated students 
whose talents are- lost to t^is nartion. (2j5)* 

Today's educators and other citizens realizQ^that educational 
pro^raiLS of worth, vitality, and significance to students and to 
society depend upon excellent D^ia p^ograns in the schools/ Quality 
riedia, prograizs require isedia personnel in sufficient nursber and with 
specialized coap>etencies; learning resources of good qtiality in ' ^ 
suffidient quantity and varied forsiats; and facilities of adequate 
size and functioaal design. (2:5) * r — - 

rne objective of KZDIA PROGRAM RSCOMKEKDATIONS: DtDIVIDUAL 
^HOOL/ADKIKISTRATIVt UNIT is to present r^OHDettdatipns for school 
and systez^levei :^edia prograns that will provide students and teachers 
with sedia serviqes and resources essential for,/quality educatien.* 
This docuz^ent outlines criteria for tiedia pfo'grans' designed to give 
all young people the educational experiences th^y need in order to 
develop to their gr^test potential. Application ot these criteria 
by adninistrators, supervisors, n^ia personnel, classroom teachers, 
and boards of education will iz^rove the quality of paiia prograns in 
th§ individual schools and at the systea level. 

MEDIA PROGRAM R£C(K«EJu)ATIOKS : INDIVIDUAL ;SCHOOL/Ai»{IKISTSATIVE 
LliIT delineat?^ a broad concept -of services, personnel, -equipment, 
materials, 'physical facilities and school-coisrxmity coordination / 
essential to a unified* oedia progras. In addition to this broad plan^-^ . 
the quantitative sections of these guidelines have been arrange ips"'^ 
three levels to enable the schools of i^rth Carolina to dcvelop^iioth 
short-range and long-range goals Sin<i^*»3st North Carolin%>^cbools 
are either approaching or are already a^ Level I, it is ^jesJaacended 
that achiever^ent of Level II be ^ccospiished within a^tfiree^year period, 
and that plans be developed to attiin Level Ill^wit^S^i another three- 
year period. 

Because this publication could *not be desigjie^ as a step-by-^tep 
nanual for administering a aedia progras, tl^<Seiec ted. Bibliography 
at the end^of these guideline lists bdoks,''i»cphlet8, and periodicals 
helpful in pjlanning, developing, and administering a unified nedi^ 
program, for further study in this area, each scho'Ol shotxld purchase 
a copy of KEDIA PROGRAMS: DISTRICT AND SCHOOL, prepared jointly by 
the 'Az^erican Library Association and the Association for Educational 
• Cosrunications and Technology. 



*Nui2bers in parentheses following statecents iir this publication* 
refer the reader to the Selected Bibliography at the end of the 
publication. 



KEY TCy ABBREVIATIONS AND TERMS ' i 

CARREL: A type of library furniture de^igued to give privacy to the 
student engag^ in Independent study which varies in sophistication 
ftoD simple, pi?iyate work spaces to electronically equipped furniture 
with buMt-in television and two-way cocsaunication sysceias 

CATV: 'Cable Television, a systea of distrfbuting programs in a given 
area over coaxial cable by a franchised cocznunity antenna television 
* conpany ^ . ^ 

EDUCATION SPECIFICATIONS: Written coaaunication from the educator 
to the architect describing the educational prograa and activitiesi 
that the school plant should accocsodate ^ - 

MATV:' Master Antenna Television Systes^ a'single antenna with a 
distribution systed for one building and/or adjacent areas up to 
the size' of a corssonity , 4 

MEDIA: Printed- and audiovisual foras of inj^^ation and their 
acconpanying technology ^ 



MEDIA ADVISORY COIMHTEE: A cosnittee, chaired by the zsedia coordinator 
and cbisposed of teachers representing all subject and/or gra^de areas 
of the school, who detenaine c^edia priorities within the sdhool and 
assist in the selection of appropriate nsaterials *and equipment to 
meet local needs 

MEDIA AIDE: A sedia staff nenber with clerical or secretarial conpfetencies 

MEDIA CENTER: A learning resource center in a .school where a full range 
of print and audiovisual nedia, necessAry equipment, and services from 
nedia personnel are accessible to students and teachers' 

MEDIA COORDINATOR: ^A prof esslonal' person witb knowledge-, undetstandiug 
^ of, and 'conpetttcy the broad range of ni^ia services, with 

particular enphasis on those conpetencies related to the developnent 

and adxainistration of a unified oedia prograza. 

lA PROGRAM; A program bringing together undergone adiinistraflve * 
structure the elcsents of the -programa forserly^ designated separately 
as library, audiovisual, and television (see UNIFIED MEDIA PROGRAM) 

»^ . ^ 

MEDIA SPECIALIST: A professional person with a high degree of profes- 
^ s'ional preparation and competency in a specialized area of the aedia 
program; e.g., instructional telexdsion, subj^t pr teaching area 

.I^IA^ SUPPORT PERSONNEL: All pstsons, including technicians ^and aides, 
' WMrm±lize specif ic ^sJ^33& and abilities in iiz^lesenting media program 
^ct^vyti^i^^i^t^S^ Slr^^ and sifpervision of professional staff 
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MEDIA TECHNICIAN: A media staff member who has special training and 
competencies in one or more of the following fields: - graphics' 
production, in^rmafcion and materia^^ processings photographic 
y production, television and equipment, operation and pimple maintenance . 

* ' * t, 

RESOURCE -CENTER: A spefcialized collection of materials to support a 

specific topic, subject, *or interest* area 

RFDS: Radio Frequency DistAbution System, part of th^ electromagnetic . 
spectrum in which bands, frequencies, or channel^s are allocated for 
the distribution of radio and television progr^s 

RLV: A reading/listening/viewing area of the media facility, formerly 
called the reading room, which provides space, materials, and equip- 
ment ^o support such media activities as reading, browsing, listening, 
viewing, and circulating Materials ^ 

- , 

SATELLITE CENTER: A branch of the main media center hoii^ng a duplicate 
collection to support grade levels, ^specific subject areas, or 
interest areas ♦ • • 

SCHS^TIC: A graphic repre*sentation of educational specif ications /showing 
interrelationships of areas, omitting specific details 

SYSTEM--LEVEL MEDIA CENTER: A center at the school-system level that 
provides supporting and supplementary media resources and services to 
individual schools in the administrative unit " 

TEACHING STATION: A classroom or ANY part of the school »where formal 
instruction takes place^ not decessarily an enclosed area 

L^KIFIQ) jlfelA PROGRAM: ^A single, unified program admfnist.ered by the ^ 
media Coordinator in'which instructional and other services* related 
to both print and audiovisual media anticipate and satisfy the school's 
specific curriculum needs and offer integral support to its broad 
educational objectives . * * 
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CHAPTER 1 ^ , ' • 

igS MEDIA' PROGiyjd ■ . '• ^ 



A. .RATIONALE 



ilfi North Carolina, tl^e Xraditional library bf the- 'past has given 
> way to the modem media center a flexible, miilti^e^a hub- of school 

insti-uction. Despite some inequities of space, sta!f, -and/or funds 
• -from school, to- school over the State, the emerging school media center 
is a place where all ^available formats o^ instructional materials and 
their accompanying 'equipment have, become accessible to students as 
' well as to teachers, in addition' to the materials stude^its have fradi- 
tiona;.ry been allowed to check out,, 'they may -be. seen ch^^king out 
filmatrips, transparencies, tape recordings, and reference books' fof 
overnight use. ^ . • , 

Witfrin the center Itself, activities h^ve expanded to include 
groups, of students working together, delving Into. independent study, ' 
viewing television, locating infplmiation in the card catalog, and even 
occasi,onally solving problems at a computer terminal. : 

. Likewise,' the traditional librarian is emerging as the modern ^ 
media coo^j^ator, a term which more nearly embraces the multitude of 
'essential skills and responsibilities of her .vital role £n the.'school' s 
•instructional program. Further, lb. increasing instances, the auto- 
matically assumed "her" of the previous sent^ce should read "his," as 
more and more men entei< the ranka of the educational media professibn. 
Today s Tar Heel -media codrtMnators are likely to be among the->most 
productive and influential meiibers of ^'e faculty. Look for them in 
the center of instr^jetional activity, working with ct^culum com^ 
^mittees,' coordinating the selection and acquisition oFdedia. for an 
•entire school, teaming with^ teachers in the preparation 'of unij: studies 

engaging departmental staff in weeding collections and discarding out- 
■ dated material, and acqviainting students with all learning materials, 
both print anil nonprint., available in thfe bfiildirig. , ■ ' 

The source 'of this transformation i's obvioug. We all knoj* that 
the youngster who lisps the alphabet ^lo'ng with SESAME' ^TREET or 
watches a family birthday party on homeynovies , who hums- With- thd 
transistor raUio while racing the lawn or insej^ts cassettes in the tape 
deck of the 'family car, is the tJf f spring of^^Oth-Century technology. • 
These young people have been stimulated visually and auditor ily.^ 
Books by themselves.- have never l»een their only learning tools. Books* 
are basid and imperative, and .we fervently hope that they will continue 
to serve our young people well. But it is also necessary for reading 
skills to be jufemented by skills in observing, listening, viewing; ' 
afad oommunicating. . . - * , 

PROGRAM CRITERIA 5 • ' . " ^ 

, %. 

Good media programs aTe. designed to assist learners in their . 
ability to find, . generate, evaluate, "anj} .apply information that help^s 
them to -function ^fectively as /Individuals and" to participate success- 
fully in society. The. .^student begins . to 'Interact with others^ ^Qt^.s 
knowledge af well as, skills, develops a spirit of- inquiry, and achieves 
greater sejft-iajtiifatlon^ discipline, and caj^city for self-evafixation. 
(1:4) ,' ■ , . ' 




Jhe most effective media 'protgram depends upon the support of the 
school boa;:d, the sCx^erintendent , the school principal, and upon, a 
mutually supportive partnership between teachers and media personnel." 
Teachers as taembers of this instructional team keep media coordinators.' 
^informed about curricula, content., aad assignments. Teachers also 
ipart^cipate in the ' planning of media skills insti;uction, evaluating • 
.learning resources,, motivating students to use/media, and implementing 
the media program within the cont.ext of curricular areas. The move 
away 'from textbook and tocher-dominated instruction toward a learner- 
centered approach to instruction has fo'cused more attention on the 
school medi^ center as" a primary^ ins tjiictlofial center ^supporti^ 
complementing, and expanding the work of the. class rooiii. 

Media personnel must eonst'antly strive to ^build brids 

skills and^content, purpose and procedure, self and sociecJT^^o the 
'accomplishment of l-eairning objectives, they apply a knowledge of the 
^potential of various dtiformational sources — verbal, symbolic , ^pictorial 
and environmental.. Jhey also apply an Onderstanding of different 
teaching* and learning styles. This concept focuses on human^ attitudes 
and^interactions , with ipedia personnel supporting students and teacherg 
in the use of media to^ achieue specified learning goals. ' , ' 

The unified media, program brings together under one administrative 
structure the elements, of the programs that 'formerly wei^e designat( 
.separately as library, audiovisual, and televison. It retains the 
desirable elements of each of these prograpis, building upon them 
in order fo make available to each educa^r and each student the 
contributions of a coordinated jnedia program. The aedia program 
with its many facets .is cotoplex,* yet designed to be convenient' 
for users. • ; 

A quality media program serves students and teachers by 

. providing a well-chosen collectioa- of media at different 
levels of maturity^ ability, and interest;^ 

• . organizing all materials and accompanying -equj-pment for 

quick, Qasy acces^sibility ; > , 

^ . providing ,guidan<ie^ in the location, selection, evaluation,- 
and u3e of materials to meet individual interests aud needs; 

. providing facilities and oppor^iinities for independent or 
self-directed leading; , ^ 

. contributing to the^ development of skiil^"^n'readiil^,, viewing 

• * ^ listening, eV^aluating, and communicating; - 

. 4?velopicfg skills in the production of specAl leasrniag 
materials; ' ' ' ^ " 

. teaching how^ to relate -to and ug^ outside resources for 
'^.addi'tionaj. ioformation; 
\ ^' I' ' V . 

^ . encouraging^creativity and independent use of all types 

of media. * ^ ' ^ 

LITERARY ENRICHMigrr " - * 

Litetatixre and literary enrichment »are integral components of a 
good media, program. In the present age qf rapid technological advance- 
ment, a continuing jemphasis on the human itiea -Is essential. FailutfiL, to 



.provide students witlj opportunities fdr sharing. man's literary 
accomplishments is to 4eprive* them of one vital aspect of their ^• 
education, literary enrichment is available thrpugh nonprtnt 
materials -as well as t'firough books, the more \raditTon^l source. 
^Classic '^ilins, for, example, are as much a part of our cultural 
heritage' as are written worjcs^. \ ^ 

' To conduct a balanced literature program which maintains 
cbntinuity in scope and sequence requires selections appropriate to 
the individual school situation! 'i^iterary eni:ichaent provides a 
pasis for extending literary 'experiences among^all students from 
IcinSergarten through senior high school. It is necessary to. allow ' , 
for flexibility within literary types as well as among grade levels 
because of the differing Intellectual capabilities and experiential 
backgroanda of the- Stud'ents," (6:19) 

In developing a balanced literature prograni, it is important 
to include the introduction to ^fid . appreciation of the following, 
basic literary types: .(1) folklore, (2) fantasy, (3) biography,* 
^(4) poetry, (5) realistic fiction, and* (6) historical fiction. 
Collections should also include a good selection of the basic literai?y 
types at appropriate grade levels. , ' ^ . 

A carefully planned literature program (K-12) provides students 
with experiences ervabling them to understand themselves and their 
universe better and affording them a -basis for developing their own 
standards and values. 

SKILLS ^ DEVELOPMENT 

Every student should acquire certain basic research skills 
early in life-. An integral part of a good media program i^ the 
identJLf iQation and implementation of a sequential, media study skills 
program. ' " ^, ' 

Baaic medid study skills instruction should be initiated with 
the student^s first use of books and continued cpnsistemrly through 
a unified plan (K^12)', the ultimate gbal beiAg to help children ^ 
become* independent users of ^IX types of resources — pridt and, non-^^ 
print. ^Because adaptability is highly desira'ble and curricular 
needs vary, plans must be flexible and subject to revision as- 
experience dictates.^ . • ^ 

The joint respSSibility of priifld.pal, teacher, and media 
coordinator is •to ensure that ^each student has these experiences. " 
The guidance, interes^-^ and support of the principal are of prime 
importance. '^Teachers can 'best determine the'media study skills 
needed by individual^fpdents. Rather than Hmit the teaching of ' 
thes6 to the teacher or mectLa cop^dinator alone, more meaningful 
instruction is 'a cooperative or t^am venture, each doing what he 
or she does most effectively. Similarly, it is strongly recommended 
th^t ^he teaching^f media study skills* be integrated with and- 
relevant to curricular needs rather thian presented- in sejrSitaC^, 
unrelated units. , ^ 

Some of the basic skills and abilities needed by students-^n 
9rdBr to acquire and conanunipate ideas effectively are: ' - ' 'V 

^j^. ability to read, listen to', and view a variety of materials 
. ability to determine what information is Reeded* and the 
expropriate sources for locating* it • , - ^* 



•* ability to locate and select pertinent materials to meet 
" specific needs 

• abiJ/Lty to evaluate sources of information, identify 
authors' intent, knd precognize propaganda 

• ability to interpret information which ;requires skills 
in judging the authoritativeness of sources 

, ability to take notes and record sources 

• ability to organize information in outline form or 
sequetitial arrangement 

• ability to select the best medium for summarizing and 
presenting material 

• ability co present material verbally ^r pictorially in^- 
a cljeat, concise manner • » 

Few skills* can ,be acquired with one brief exposure, JTherefore, 
large-group' instruction needs supplementing and reinfdrcin§ with 
individualized" instruction, projects, and related activities. 
Diagnostic tests and pth^r' ev^liiative techniques may be helpful in 
locating weaknesses in newly acquired skills and habits. Teaching 
methods and. strategics may then ^be modified to meet individual 
student needs. Continued reinforcement of skills previoiisly intra-- 
duced intensifies the student '.s ability to be an independent user of 
all types of^mgdia resources. 

% A chart outlining a rec^mmend^ -sequential arrapgement for' 
introducing media study ^kills a»d equipment operation skills (K-i2) 
follows. 
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Skills are^ ^ . Xux^hta .i«7ci^.t.r^ r^.^LLS - . Skilla- dre reviewed 



introduced, t w - ^- - and reinforced 



Grades K-2 ' ^ M^ia' Skms Program Oriehpacion ;* . Grades 3-12 

.Jt^ jSicrod^^tlon to media persoonel-*'''*^' ^ ^ ^ 
^ Kinds locations of laaterials 

. ^^-Ji^rganlzatioii of iaateriaj.8 ^ ^ 

0^ ^ Selecti^ and b*orrc?ving procedures* • 

^ Care' o^ print taS nonprint materials 

Oper^iori*' of simple audiovisual equipment 



Grades 3-5 ' Introductfdn aad*Use 'of Med^ia Resources ! Grade's ^--12 

Card ca^logV. . . / 

♦ Encyclopedias and dictionaries 

Magazines and newspapers ' * , 

Icfornllion f-^les (vertical, coraunitjy , 'etc. ) 
OeVey Decimal Classification System * 

Almanacs aijd atlases ' '* ' ' , 

^Haps, globes,, charts ^ 
* , HoD^rtat collection and' accompanying equipment 

Television '^'^ ^ ' , 

Developing Comprehension and Study Skills • Grades 6-12 

Study habits ' - ' * 

Hote^taking ' . * ' - ^ 

. Outlining - 

Summarising ^ - 

Developing a simple bibliography 



Grades 6,7,8 Use of Indexes and Special Reference Sources Grades 9-12 

Geographica^^ic tionaries 
Thesauri V . ' 

^ ^ ^ ABRIBCKp^READERS * G^IDE TO PSRIO&iCAL LITERATURE / ' 
Biographical* dictionaries 

Adult and special .encyclppedias ^ 
Subject area*- reference^ tools 
Literary indexes * 

. -Sliiple Producti^ of Matei^ials ' Grades 9-12 

' Dty-mounting l^A laminating techniques 

Videotaping . - . ' 
Thermal transparency production 
Soimd / 8 1 i d e ' produc t ion 
MapB, charts* *t*S3del8 

Grades 9-12 Use af Specialized, Resources for Rese4rch 'Purposes 
' READERS' iJUiDE tO PEWODICAL LITERATURE 
' Specialized bibliographies, serials , abstracts ' 
^SSAY Airo GENERAL l^ITERATDRE INlfex ' 
Specialized opsssiunity resources ^ • 

Higher education' resources . * ^* 

^ Audio/vi<ieo retrieval systems * 

Microforms' 

> . » ^ , * * ,/ 

Use of H^ss ^dia ' ^ ^ , 

' Television ■ * ' • 



Radio 
Film 

O * ' : NetrspaperSv 
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Skills are 
Introduced 



EQUIPMENT OPERATION SKILLS 



Skllljp are. reviewed 
and reinforced 



Grades K-2 ^ Filmstrip and slide viewers and 
projectors ' * ^ , 

' -> * 

Single-cqncept super 'See projector 
. Cassette tape recbrders and pla^eYs 
Listening and yi^wiag stations 
». • Record players 

^ Televison receivers ' 
Teachiug .iiachines (siisple) . 



Grades' 3-12 



graces 



1 601 _:^otioi} pic turf- pro3ec tors GradS^ 6-12 

Audio tape recorders, ifeel-to--r*ei 

X' 

Caroueel slide projector 

Controlled resders" ' , , ' * 

Sound filnstrip projectdts and vieve*rs^ 
Overnead and opaque^ projectors 



Grades 6-3 



V^deo cai^er^s, re^f orders, playback 
units* 




Grades 9-12 



l>ry-ts6unt press fc, ^ 
\ Cacetas -and co^jy st^ds » 

\ , ♦ - 

TK^^^3al transparency production equipment 

Xetteri^^ devices ^ 

N 

Tape and fiip splicers 



Gradfe 9 



Conputer t^j^nals* 
Microfom equipsedt* 
Audio^rideo retrieval equipment* 



G . 
10-12 



/ 



*St«dent8 • can learn to use this* equlpaen:<; at an earlier age;,'hovever, 
Q available equlpaent and naterials sti^est use at this level'. 

ERIC • ■ - 17 ■ - . ' 
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CHAPTER II - ' 

/ \^ ■ PERSOKNEL 

Qualified personnel are essen&ial in inpleaenting an effective 
.school iiedia prograa. The media staff should possess a vide range of 
co=pet9ncies in the ^reai" of print. a«diovisual> and televised aedla, 
as veil as have knowlefege in the fTelds of learning theor^ and curriculua 
development. Further, Dedia personnel should be strong leaders and 
adzlnistrators who vill establign the sedia program in its proper per- - ■ 
spective in the educational prisces^ ' -5, *■ 

^ The North Carolina State Board of Education on Septe=ber 7, 1972 
aao?ted nev State guidelines^ fo^ceVtitication of instructional personnel, 
incluoiag professional zedia personnel. This action discontinues the 
issuance of certificates ^n library science andtcfae audiovisual director's 
certiricate'. me nev'gui'4eiines reflect the staffing needs of the unified 
=edia progtsim -hich ve iiave in Korefa Ca.^olina and also'Tetaognize the need 
ror dirrerentiated staffing vithin the uaifi^ prograif^The new guide- 
lines iaeaciry the ccscipetencies needed by various staff actors and provid 

•ror areas of certification as a cedia coordinator, kn advanced i^dia 
coordinator, or a sedia specialist in an area of concentration. The areas 
or concentration are (1) instructional developoent, (2) production, and . 
(3; television instruction. Preparation progra=s for all of the preceding 
are at the gradjlate level. , 

One certification, the associate cedia coordinator, carf be'-earned at ^ 
tne undergraduate level. In additon,. a person holding a graduate cer- 

^ s^Jbje<:c or a developr^tal area (e.g., so(;iff4 studies, early 
caiiahood e<Jucation) cay qualify as a sedia speciaUst .'In the graduate 
teaching ar^ ay attaining the cocpetencies identified' for the associate" 

=.edia coordinator certificate . ^ % ' ^ 

As tae"he-- fe<ijiirer^nts for initial certif icati^^ do not apply to 
tftose persons already holding a certificate, the needSwjtinW for staff 
deve^Gp-ent programs to assist already employed persons in developing 

additional coi3>etencies. The W cot^etency-based Adelines can.be used 
CO give direction^in the planning, of staff edvelopaent ac;:ivlties . ' ^ 

T6e contecporary instructional setting deaands expertise in the use 
or instructional t^dla ia teaching and learning. Coitribating to this 
necessify .are (1>^ impact of never coscunlcatipns oedia— television, 
xadio, and eleccroSicaliy recorded eaterials; (2) the esph&siB on the 
individualization of instruction; (3) the aoveoent to unified aedla 
services within the schools, coritning the once separate llbirary and 
audiovisual programs; and (4) the growing' recognition of 'the need for 
di^rerentiated staffing in oedia services at the building ^d the systea 
levels. ' 

A, ^'SlEDIA CERTIFIQATIOHS . ■ 

. 

North Carolina 's.GDIDELl5?ES^R MEDIA PREPARATION id^lfles the 
follCTflng Breas of certification- for professional laedla personnel J 

Associate Media Coordinator (undergraduate certification) 

Has developed Introductory professional knowledge, understanding, 
- p and cos5>etency -in aedla services, with particular eaphasle on the 
^ ' operation of a^unif^ed laedla prograo ' • 



Hadla 'CoorHioator .{graduate certW^tacion) 

'Is a ^eaeralisc who has developed knowledge, understanding, ^n4 
corpetency iir the broad range of wedia servicesV with particular 
. ' erphfsis dn those co:q>fetencies related to'the development , and 
^ ad2d.nist ration of a unified i^edia progras^ 

Kedia Specialist {graduate certification) } ^ 

Has. developed a iiigb degree of unders tiding aild cocpetmcy in 
; one o'f^tbe four specific areas beiov: ' ^ 

(1) Instructional development 

(2) Production * 
^3) InstructiN:?nal television 



ject or teaching area. 



rns cj^rdizaror of^tte scbc^cl i^dla pro^ras sb^yld^be selected 
^ ;:ne b^sis c: iLanageasial an^-^sdsa^.^strative'^i^etencles , coupled 
>-ith a vice irncn^lecge i* x^dia an^ expertise in instructional design, 
♦•nen acciticr^I professlot^l pers^ons are added to the staff, their 
:raicl:i? a*d^ bacHcgrc jnc sho^^d strengthen and coir;>lei^n> the first 
?rc:£35loivaI* £ trai-lng arid backgrcu^d. As sc^c^ as tvo prof essic^nais 
are eacl^Ted, cr::-e s^jcuIc t^ designated h^c of the progreE. 

Sn^e essentia; -os^^teacles f^::^r itedl^ .::rcriessicnals as ?|*eroved 
bT the !;crth Csrc::-^.S$4^ ^-^^ cf Ethttatlss S^tfcher 7, .972, 
are Identified belcv: ~. * 



Kecia in Eelation to Te^chir^jg and Leamln£ 

. Ability to descTistrate the ssanner in vhics different ssdia 

contribute effectivelr to learning bv students vitS varying 
Viabilities, interests, and needs 

, Abilitv to participate, a^ a'^-ei^r of the ^tication teas, 
in the construction and application of a sy^tesatic process 
-#or analyzing curricula and instructional probl^is and 
developing validated, practical solutions to these problex^' 

* Ability tq relate nedla,' in tem3 of the leanJer's envircmaeat 
to an instructional system designed through tb^ instruction^^ 
development process 

. Ability to exercise leadership in the desi^, is^leaentation, 
evaluation, and revlsian-e^tbe instructional systea 



. Htrsan Relationships— At^ttfcdes aig^xllls % 

. Ability to work cooperatively with adsiinistrative -staff while 
keeping then fully infortsed about the oedia progrfea 

. An understanding of the complexity of tasks facing teachers as, 
they try to neet the" differing needs oX individtal learners 

. Ability to cotrmnicate enthusiasn to teachers and students in 
the u5# of saterials and ^uipncnt , * 

. Ability to recognize and respond to needs which have not been 
put Into wordg 

• Ability to invite and accept suggestions frc^ students and 
teachers about the services the'prograia provides 

' . 20 V 



\. Ability to Eaintain'an effective public relations' prograti % 
vtiitb coszunicates to students, teachers, adsdiiscrative 
staff, parents, and the public the laedia progras' s vital 
contrib^tfons to learning • \ * 

' . AbUity to prcnride an Inviting and comfortable ati^'^phere 

in the sedla center * ' • * ♦ , 

Evalx^ation and Selectic?a of Hedla 

. As avarei^ess of ^ varied needs of ^the studen^Kbelng served 

' . the org^zatioaal patterti of the school progras 

M artin effect ef this pattern on the use of materials 

. 4billtT tc praride for the curriculu- needs of the entire school 
Tsystes}, in^cludlng the staff 

• \ 

. Kn^r^'ledge of and ability to use selection guides . ' * * 

. Ability to identify ai^ apply appropr*<rte criteria for ^sesslng 
and evaluating i:aterials and equipr^ent^ keeping in Tiind their \ 
, tunctions and the needs of potential users ^ 
, / , ' \ 

. Ability to involve the ScikkjI's staff and students in ^^he proce&" 
cf evaluation 'and selection 

. Ability to rialntain a collection free of vom, unattractive,- and 
cb^olescent (no longer- accurate) raterials • . - 

. Knowledge of the content of a broad' r<ange of print and andlovlsual 
:La>efials ^ 

. Ability to coordinate the fornuiatlon of a oedis selection policy 

. Ability to Idesj^fy and involve commity resources. Including 
people ' 



The Effective' Use o^f Media 



. Ability to assist teachers and students in acquiring the skills 
essential to operate various equlpi^nt used vlth different formats 
of materials 

. Ability to teach f^kills and provide reference service in the juse 
.of materials - ^ ' » " 

. Ability and initiative assist teachers and studrats ip 
identifying, obtaining, or adapting saterlrts to saeet special . 
needs , 

. Ability to cre^e in teachers and student^ an awareness of the 
^oteritial of n^dia in -accoEplishlng specific learning objectives^ 

. Effect^ive use of cedia in coissunltatlon with students aiid' teachers 

.The ability to provi'Ste leadership in evaluating the results accruing 
--^fron the materials and service provided by the laedia prograa . . ' 

. Ability to plan and conduct a prograa of guidance in reading, 

listening, and viewing experiences » ^ 

..Ability to plan, organize, and conduct programs for professional , 
issprovement of the school staff 
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. Ability and initiative fi^foria teachers and students of 
television programs &iid'o|..the applicabiUty of available ' 
programs to the school's instructional program 

. Ability to proniote, facilitate, ^nd interpret for effective 
use^ the, resources laade 'available by televis^n 

• Ability to exercise leadership in evalua^ng the effectiveness 
ol television j)rograiss ^* ^ 

. Abriity to ensure that appropriate equipment and facilities 
(including CATV) essential to- desirable receptiosi are present 
and maintained in good working condition 

. Ability to provide leadership, in developing the use of videotape 
'recordings in the instructional program ^ 

Production of Instructional Materials , . 

. Ability to perform mechai^cal operations involved' in the pro- 
duct^n of basic a«liio and visual 'instructional mater4.als 

. Ability to plan, design, and produce instructional materials 

. Abflity to plan and develop instructional systems 

. Ability to involve students and teachers' effectively in the 
design and ^roductidn of needed" materials 

Orgaoization and Management of the-Heciia Collection 

. Ability to provide accessibility to resources and equipment, 
through organizing, processing, circulating, and systematic 
physical arrangement amenable to the user 

. . Ability to arrange ttfae medi$ collection in%n attractive, 
stimulating display ^ 



. Ability to aaintain inventory information *^rela ted to the media 
collection in an orderly, efficient, and useful manner 

. Abilit'y to apply and adapt principles of classifying, cataJkiging, 
and indexing to the media collection 

. Ability to appraise tiie systems and aids. available froa'other 
agencies fox ciaifsifyibg. and cataloging resources 

. Ability to organize and carry out a system of preventive 
maintenance for equipment , 

. Ability to organize and administer, a system ensuring the 
availability of supplies for the Arc^ction and processing of 
materials aTncl^^the maintenance of .Equipment 

Program Planning and Manaj^ement ' . ^ ' ' 

. Ability to develop and maintain ^taff harmony 

* Ability to assist in the selection o^ paraprofessional personnel 

* Ability to organize his/her personal schedule of activity to 
blend with t;he t'JJtftl job responsibility 

* Ability to plan and "conduct in-service activities to develop 
competencies of media i^sonnel » 

^ Ability to organize ancf direct valigi^eer assistance from thj^ 
consmnity . ' ^ ^ . , ^ - ^ 
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'Ability to supervise and evaluate .personnel* in relation to the 
effective use of their time and talents to encourage greater 
coinpetency ^ ^ ' N' 

Ability to provid^job descriptjk>ns and assist in the selection 
of media pei^sonnel ' 

Ability to plan and carry- out |:he most effective .use of available . 
space In terts of the t6tal activities of the program 

Ability to write 'educational specifications which incorporate 
knowledge of current practice and significant trends for the 
design and construction of Inedia facilities and other learning 
.areais of the school 

Ability to plan systems for housing media securely and economically, 
based upon knowleage of available systems and comparative cost^ 



'staffing PAtTERNS 



The type and number of perstSnnel needed in developing and sustaining 
a unified media program depend upon student enrollment, physica'l facilities 
the teactiing atfd learning processes being supported, the breadth^ and depfh 
of media services provided, and the* amount and nature of technical v-Support 
available at the system level. 

^?he following t^le shows the size of building-level staff , necessary 
to implement the media program at the minimum level. Because materials 
should be^processed before they reach the school media center whenever t 
possible, the table does not include staff for the technix:al |»ocessing 
of materials. ' * 















STAFFING 


FOR SCHOOL mDlk PROGRAMS 


/ 


School 
Enrollment 


Minimum 

Prrrfession^ls. 


_ _ Minimum j 
SuoDort Staff ' • 


. ' ) — 


■Head of 

Media 
Pr'bgram 


Additional 
Hedia 
Professionals 


Media 
Aides 


Technicians 


^ up to 499 


1 




1 




500 to 999 , 


1 




1 




1000' to 1499 


1 




1 


1* . 


1500 to 1999 


1 r 


^ * 1 ^ 






2000 to "2499 


1 


7 2 


2 





*Circum8tances will vary from school to school, ))ut in each 'c^se suf>pcyFt 
staff should complement the profe^ional staff. The type of program, 
the services Available at the sy^em levtel, the expertise of the 
current staff, and the availability of potential support staff influence 
whether the support position wi'^be that of a media aide'or technician* 



^ _ Each medul program, no /utter hoio small, should have the services of a 
mtmrnm o; one full-time -m^dia^ professional. In addition, support personnel 
Should be provided in su|ficient numbers to perform the nonprofessional func- 
tions of the center, ^though it is recognized -that sope benefits may result 
from volunteers in th^media progr^.^this servipe does not eliminate .the 
need for salaried s^J^ort personnel. 

SUPPORT STAFF 



Support^aff is<ieeded to rell'eve media professionals of many i^ine. 
yet imports^ and neces^vyi' Suties. TECHNICIANS 'and MfiDIA AIDES cerise this 
support st^f. Persons should be selected becaiifee of specialized iraining.' 
competen^ies, or the potential for on-th^-job training. ' 7 

type and number of media support staff needed for each media center or 
school 'depend upon the size of the school, ttie organization 8f the media staff, 
any special programs, the. types of services requested by different faculties, 
and services available beyond "the building level. 

n.r.n^T rt"?^"' Population dictates and budget allows, more than one suppSt 
person should be smployed. A more :versatile program can be provided when ^ 
TECHNICIAn"""^^^ ^^^^ developed specific competencies as MEDIA .^IDES ^nd 

Inadeqaate support staff results In inappropriate and gostly use- of p^- 
.tessional staff time, consequently II nuor^r,o ^Ko Jl-s^ 
services provided. 

MEDIA TECHNICIAN 



lowering the quantity and quality oflnedia 



Technicians have competencies in one or^mqre fields, such, as graphics, 
.production and display, itiformation and materiife processing, photographic" 
production,, operation ai^ maintenance of instructional ecfuipment, television 
production, and installation of systkm components. . Typical duties of media 
technicians include the following: 



repairing and maintaining equ 

providing instruction in the 
equipment: . 



pment ^ 
Operation and use pf instructional 



producing graphics and display, materials., such as transparencies, ' 
posters, charts, graphs, diapjkys. exhibits, and materials for television 
programs- j- • 

• I ■ . . 

performing photographic prodticlion work, such as still photography, 
motiod photography for films, videotape recording of television broad- ' 
casts, televising of local and in-school events,* and developing black- ' 
,and-white film 

as3ist:^g in the technical processing of info'rmation and materials by 
perfoniiing such tasks as bibliographic searching and processing of 
materials 

assisting in the installation of system cdmponents, such as closed-' 
ciEcuit television systems and film chains (1:24) 



MEDIA AIDE 



Aides haye secretarial and clerical competencies enabling them to per- - 
form tasks related to the ordfering, receipt, maintenance', inventory, production. 
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circjilation, an4 use of materials and fequipment^ Media afdes working directly 
with users must be able to respond effe^ctively to their needs. They carry out' 
all ta-sks under the direction of the' professional members of the media^ staff, 
reporting, as appropriate, fco designated professionals or technicians. Typical 
duties of media, aides include these: 

. perparing, processing,- and receiving orders ' ' * 

. processing materials • . • 

. maintaining records, Inventories, and bookkeeping accounts 

. typing correspondence, reports, and bibliographies r 

. locating and retrieving materials and equipment for users and 

assisting theiB-^ using media center resources 

y f • " 

. assisting yti tjie production of materials 5 e.g., transparencies, 

mpdej^ audi^^tapes and videotapes \ ^ 

...assisting in the operation and minor repair of equipment and in 
the. maintenance and Vepair of materials 

. ajielving, filing, and duplicating materials 

.,ch!ecking lists and bibliographies to determine availability of 
materials ^ - ' 

. performing circulation tasks such as charging, Reserving, booking, ' 
scheduling, *aHd deliyering materials ffnd equipment (l:2'4-25) 



- * 

V 
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.QHAPTER III 
BUDGET^ 



federal J State, and local fi^ds should be coordinate^d to provide adequate - 
materials, equipment,, and supplies necessary for a desirable media program. 
Funds are needed for the acquisition and maintenance of '.collections of materials 
and equipment, the processing of materials, the production of materials, and 
necessary 9onsumable^ supplies. The ratio. of expenditures for various types of 
materials and equipjsent should depend upon the extent of the holdings and the 
demonstrated^ needs of students and teachers. The school'-s Media Advisory Committee 
should be thoroughiy iuf ormed ^af all funds allocated for the acquisition of 
instruction-al materials, equipment, and supplies and shouM be involved in setting 
budget priorities. 

^ A realistic Assessment of funds available from State and Federal sources for 
North Carolina schools reveals that the major support for the development of 
media x:ollections must be provided from local funds. Capital xuitlay funds vill be 
required to provide the initial media collection in new schools, installation of 
expensive electronic facilities, delivery systems, security costs, electronic 
reception and dtptribution'systems, furniture,, and special laboratory equipment. 

In order to' maintain the media^^^ol lection at a level essential to a desi'ls^ble 
medium prc^gram, the formulas on the following page are recommended. These formulas 
for annual expenditures provide for the^ acquisition of tiewly published or produced 
materials^ needed equipment, replacement of titles, duplicates ,^edia production 
supplies, preprocessing materials, ^d repair apd maintenance of materials and 
equipment. The media coordinator, working with the Media Advisory Committee, 
should set priorities for tfie expenditure of" funds and should have the freedom to 
make pui^chases throughout the school year as needs dictate.. 

Annual allocations not only maintain the mediar -collections for building-level 
programs tut also 'provide for system-level support of these programs.^ Such 
materials in(^>^e ' 16mm -films, professional reference materials, videotapes, 
sound rfecordi'hgs, and graphics produced or reproduced at the system center. * 



FORfflJLAS FOR YEARLY EXPENDITURES 



NATIONAL 



"To maintain an up-to-date collec- 
tion^ of materials and equipment that 
.fulfills and implements the instruc- 
tional program, the annual pez * * 
student expenditure of a school 
district should be at least 10 per 
cent of the Natipnal per ?upil Opera- 
tional Cost CFFOC)* as computed by 
the United States Office of Educat^n. 

Example: 

S 1163.00 National average per-pupil 
operational cost 1974-75 

X .10 

$ 116.30 f^er pupil ADA should be V 
spent ** 



(1:40-41) 



STATE (Desirable) 

To laaintain tile media collection 
at a level essential for a desirable 
media program , an amount equivalent 
to 6% of the. national average opera- 
tional cost pe^r pupil ^ITouid be 
spenf for each jrupil In average • 
daily membership. ' * ' 

Exaziple:' ^ ' * 

1163.00 -National average per-pupil 

. operational co&t 1974-75 
X.. ..06_>.A ^ 
$ 69 . 78 per "pup±i ^M** 



STATE (Minimal) 

To maintain the media collection 
for a media program at a minimum 
level * of acceptability, an amount 
equa^^to at least 3Z of the 
national average operational cost 
per pupil tnust be ^spent for each 
pupil in average" daily membership. 

E)dample; 

$ 1163*00 National average "per-pupil' 

operational cost 1974-75 
X *03 ' - " 
$ 34*89 pet pCipll AM** 



*3:otal operational cost, as described by the United States Offiefe of Education, 
.Includes administration, instruction, attendance services, health services, 
pupil transportation services, operation and maintedknc^ of plant, and 
fixed charges. ^ , 

**North Carolina funds are^ allocated on the basis of Average Daily Membership ' ; 
(ADM). National figures are based on Average Daily Attendance (ADA), which 
would reflect slightly higher pet^upil cost. ^ 



CHAPTER IV 
RESOURCE^ 

^. \ - ' ' • 

The collection of materials and equipment , hereafter referred to as media 
except where both terms^re used for emphasis, is viewed as one essential 
component of the media program,; but its existence alone doer not constitute a 
program. Its purpose is\o meet the needs^f students' by providing materials " 
in the various curricular >;^s for the diverse learning characteristics and 
interests of individuals at^ll levels of ability and maturity. Moreover, the 
media dollection must porvide items for leisure use and professional use. The 
media collection, therefore, is comprised of a variety of materials and equip- * 
ment representing various forms of commudication 'in depth and scope sufficient 
to carry out the educational, process. 

Each tpe of media has some unique features, can make a unique contribution, 
and should be selected for the contributions it can, make. In the case of * 
materials, each item should be selected for the contribution that its content 
and method or delivery, together, can make. All media acquired should meet well- 
detined purposes for the improvement of instruction. 



ACCESSIBILITY 



It Is of utmost importance that all media in the school be -readily 
accessible to every user. Accessibility involves the provision, organization, 
location and arrangement of the mediaj the policies and procedures regulative 
, the circulation of media; and the flexible scheduling of the students, the 
teachers, the media center, and its staff. Furthermore., the degree of 
accessibility is influenced by the adequacy of the physical facilities and 
^turnishings to acconmodate and promote the use of a variety of media. 

All school-owned materials need to be organized and arranged so that 
users can obtain any item quickly and easily. This organization includes 
Classifying, cataloging, and providing- in a unified card catalog entries for 
all materials. The inventory of the school's entire holdings of both 
instructional materials and equipment should be coordinated through the 
school s media center.- Information, sheets found in the appendices offering 
additional itrformation on organizing, accessioning, and inventorying the- 

.1^^°° follows: (1) "Eliminate the Nonessential: Accessionlng'i; 

(2) School Media Inventory"; (3) Htonual Instructional Media Report"; (4) 
Supplementary Books Organization" ; Ind (5) "Maintaining a Quality Media 
Collection Through Systematic Weeding." c 

The philosophy of the school mudt ensure that the circulation and loan 
policies encourage users to borrow materials and equipment for use throughout 
tne school, at home, and th the media center. Periodic review 6f these 
policies will sejrve to ensure thap no obstacles inhibit the use of media.' 

For greatest use, the media center should be open during the 'entire school 
day 'and before and after school,. In order to expand services to users and' ' 
to realize greater returns from the school's Investtient in mateflals and 
equipment, consideration should be. given to extending hours to include 
evenings, Saturdays, and vacation periods wherever possible. Extended hours 
of service require additional pytffession^l and supportive staff, preferably 
working In^a staggered schedule rather than as separate staffs. 

Usew' d^ily schedules should be flexible enough to incorporate time ' " 
for using resources In the media center. Adequate facilities and flexible . 
scheduling.should provide for individuals, small groups, and class groups to . 
use the center simultaneously during the school day as. the need arises, TJme' 
should be provided for teachers and students to plan with the media coordlnat6r 
the most effeQtive use of the media center and its resources.* . • 



SELECT^ION - , V ^ ^ 

^Selection of media^ should fee based on a sound, system-level, written 
policy as xalled for .in l^'oreh Carolina Geheral Statute Section 1 15-206, lA(b) 
,and (c). Thia policy should be developed cooperatively l?y media coordinators, 
other prof^^^al inBj:ructiortal staff, and administrators, and should he > 
adopted by**dfte local board of education. It should include criteria and oro- / 
cedures '-for, selecting med^^ for individual schools and system-level collecWtms 
In addition, the policy shbuld establish a procedure for handling challenged 
materials. A copy of "Sample Pallcies for^ Selection of ' Instructional 

^Material^s,** with the accompanying- "Citizen^'s Request for Reconsideration of 
Media," r^ncluded In-t^e Appendices. ' 

• The coordination of selection -^nd irquisitiorv of media for the 
individual school. is the media coordinator's responsibility. To assist the 
gie^ia coordinator in de<:enaining iffStUa priorities within the school, consider- 
ation should be. given' to ''the formationCof a media advisory comnittee* This 
committee should be composed of teachers representing ail subject or grade 
areas in the school, sup^isors, pirLncipals, students, and representatives 
'6f^ the community when f«»ble. Materials and equipment purchased without' - 
involving the appropriate instructional staff often go unused. j Quality 
media collections can be maintained only through sufficient funding; there- 

^fore, tlie Media Advis'ory Committee should be .thoroughly informed about all 
funds allocated .for the acquisition of instructional materials, equipment, 

_ and "siiprpliesN^d should be involved actively ^n determining apriorities in 
these areas. An 4nformation sheet in the appendices, "The Role of the Media 
Advisory Committee," gives further suggestions for this committee. 

. The media coordinator should develop a plan involving teachers not only 
in the election af new materials and equipment but also in the systematic 

-weeding of the exisjilng collection. The collection sho^ild contain- only 
quality, up-to-date^ media , excluding obsolete, badly worn, and inappro- 
priate media. To ensure that equipment ifemain useful and up-to-date at all 
times, a plan for the preventive maintenance and repair is essential. An 
information sheet in the appendices offering further suggestions on weeding 
and ^discarding is "Maintaining a Quality 'Media Collection Through Systematic 
Weeding," ^ . . ' / * 

School personnel *^should employ every existing resource available to 
them in the Rpcess pf selecting medi^. These resources include biblio- 
'grapliies and reviews, prepared by qualified .prof essional educators, exhibits 
and 'fecamination collections, and preview copies from publishers and 
produtera. The Materials Review and Evaluation Center in the State Depart- 
ment of Public Instruction maintains a collection' of media for examination 
by educators, and per^^odically issues annotated bibliographies, ADVISORY 
LISTS OF INSTRUCTIOIJAL MEDIA., describing current materials. 

In North Carolina the purchase of equipment is handled differently 
from other states. The North Carolina Department of Administration's 
purchase and Contradt Division i^iues aniftially a ten& contract covering 
various ijfems of equipment with^^ecific prices. The following contract 
certifications, sent to each school system in the State, list speclif ications, 
vendors, *and equipment costs: 

Contract -Cert if ii:at ion #17, Projectors, screens, stands 

Contract Certi|lcat±(5b .#5^5 Sound and sound reproduction equipment ' 

^ Contract Certification #615 Televisions ^nd video recording equipment 

Contract Certif ideation #102 Production suppllg^-iond equipment 

Contract Certification #340 Projector lamp^^ 



A purchaser! 8 'gxiide included ixy^ixe appendices provd^des basic * ^ 

information for making ^,q\iipment .selections, -regardless of which iteia is ^ 
on contract for a particular This contract system aids schools is 

selecting quality equipment at^^the most economical price. 

COLLECTIONS " * ' > ' ^ 

Establishing Meaningful quantitative guidelines for media collections 
is diffucult because instructional programs, teaching- learning strategies, 
and school-wide objectives vary. A school implementing a program that 
varies markedly from traditional it^tructional patterns must undertakes to 
de^velop its own collection gxiidelines' if it is to support learning within 
the concept* of its own proga^am. 

To assist the average school in determining the quantity of media it 
needs, the cojacept of levels of materials and equipment is used in the 
following quantitative guidelines. A minimm of mterials and eqidpment is 
essential jot arty school^ regardless of hav large dr small^ conducting an 
instn^otional vrogram. In the school with an enro-llnent of less than 400-; 
s^^entSy the media cglle^tion tmst^ave as tsuch sc5pe and variety as the" 

^5tude 



lool ,with an enrollemnt of AO{H- ^udents . Therefore in the follo'Jing 
-'tables Level I irJHcates the minirtiffn quanvity of rraterials and^icipment 
reccrmended for an effective n-^edia program involving 400 students or feuex^. 
The failure to commit sufficient budgetary resources for obtaining this 
minimum is liable to produce educational results short of those desired by 
the school. The suggested quantity in no way- seeks to limit the media in 
the school's collection and shoxild not be construed as a limit. In addition 
it mtist be emphasized that quantities stat^ed at all levels refer pnly to 
quality, up-t^date media, 'and exclude excessive duplicate copies of s^^ngle 
titles or obsolete, badly worn, and inappropriate siedia that should be 
weeded from the collection* ^ « 

The interdependence of materials and equipment ^ust be recognized as 
collections are plartned &nd^ implemented. Materials in many different 
formats cannot be used without; the appro|Jriate equipo^t. Generous acquis 
sition^ of these materials is paradoxically negated if the equipment needed 
for their use is not provided or is provided in too limited numbers. By 
the^ame reasoning, eqiiipment can c<5ntribute to learning only if appropriate 
maferials are available for tise with that equipment. 'Thus the materials 
^nd related equipment are grouped together within the appropriate categories 
according to methods of delivery. T^ese categories of delivery are printed , 
verbal, visual^ projected visual, audio, audiovisual, and tacti^le. An 
additional category, miscellaneous materials and equipaentj lists items ^ \ 
whi^, because of their uniqueness, do not fall readily into one of the j 
othe^ categories but nevertheless contribute slgnlfic^tly to the ^ 
instructional program* 
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PMNTKD VERBAL MATERIALS 
I 

Level I Level II Level III 

^ * Basic Intensediace Advanced 

Boo]^ (per student) 12 \k ^ or sore 

s •> , 

These are Ik>o1cs in the general^ collection ^hicb include the folloviiv^: 
■ . all books ordinarUy classified as part of bhe nedia collection 
^% . all paperback books except taiiti^le copies -used for intensive 
. . ^ study of a given topic ' c ^ " 

. one to three copies of textbook-type titles which, in the opinion,;., 
of the bedia coordinator, would be appropriate for the general 
collection ^ . • - 

The suggested range does not inolude multiple copies of supplementary 
textbooks (cloth or paperboxind) which should be organized through the 
media center but should be maintained as a separate |:ollection. " " 

c 

Magazines (per n^dia center) Eld 30 40 60 or laore- 

' ^ . JESt 50 66 75 or ssore 

SHS 75 95 125 or sore 

At least dne index to magazines should be provided. Duplicate copies of 
indexes and magazine titles should be provided as the need demands. Piles 
of back issues of magazines should ^e maintained for at least two years 
or longer as the type of magazine and the ne^ dictate. Back-issue filetf 
nay be on microform, " ' ' > 

Newspapers (per media center)"' Elea 2 3 . li or aorc 

^ k 6 , • ' 9 or laore 

SHS 5 7 10 or ©ore 



\ 



Hewapapers providing local. State, and national coverage a^ould be included 
^ in the collection. At least one should be a daily newspaper with national 
and international coverage. ^ 

^ . .1. ^ *^ 



Information File Materials 
(per -media center) 

An orgai^zed information file should be maintained containing %uch items 
^ as pamphlets, pictures, clipping%, reprints, and other appropriate 
\ ephemeral naterlkls. ' 



Community ^source File 
-(per ^xedia center) 

This .f iie should contain infonpation about persons, places, and other 
community resources avttlable. 



VISUAL materj:als . . 

Level I Level II Level III 

Basic Incensediace Advanced 

Art ReproBuccions (per s'cudenc) \^ taore' 

The collection should represent various.,r»rtists, subjects, and periods 
and sh&uld include pnly those reproduction? 8" x 10" oxularger of ' 
' durable quality. ' It is highly desirable that the collection Includ^ 
franed art reproductions that circulate to students for hoae use. , 

Globes (per teaching station) 'Provide in quantity to ^z^et^urricular 

needs. ^ ^ 

A varietur of globes compatible with the various abilities- and skills of 
^students^as well as subjects'studied sliould be provided. ' \^ 

Haps (per teaching station)' Provide in quantity to iseet curricular 

- ' ' ' needs, 

( - • - • . 

When selecting naps, consideration should be given to the merits of taaps 
on overhead transparencies in coxaparlson vith other flat :mps. 



* * 

Mounted Pieties and Photographs • Provide in quantity t;o iseet curricular 

(per -student) needs. 



Study Prints (per student) ^ i ^ ^ • - 1 2 or sore/ 

* Includes charts, posters, and graphs'. - * 



\ 
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AUDIO MATERIALS AND SUPPORTIHG EQUIPMENT 



t 



Level I Level II Level III 

Basic Intermediate Advanced 



Recordings (per student) 

Includes disc's, cassette tapes, 
" and reel-to-reel tapes 



"5 or aore 



Recordings and accompanying electronic- equipment assigned to electronic 
laboratory installations- are not incl^dad. 



Record Flayer^ 

Tape Beoord§rj 

o^sette 
Tape FeccrdeTj 

reeZ-t-c-Treel- 



^pez teaching station) 
(per media center) 3 



2-4 
5 



4-6 or taore 
7 or more 



stereo 



(per media center) 



3 or more 



Tape P.ta^er^ 
ooBsette 



{^er teaching station) 2-4 
(per media center) 4 



5-7 

6 



8-12 or more 
8 or more 



Tape Recorder J 
cassette^ vitk 
syrtchrofUza tion 
"node 



(per media center) 



2 X 



>^Tape Recorder J (per media center) 
reel-to-reel or 
cassette^ stereo 

EarphoTxeSj jpano and stereo (as needed) 



ProvideTn~qi£autrty based on format of 
media ^nd emphasis of music program* 



Jacliboxe^ to accomodate (as needed) 
multiple earpkonee 



Bodies AM/Ff4 (per media center) I 2 3 

Additional purchases for teaching stations will depend upon available 
local programs. 



s 
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PROJECTED VISUAL KATEJllALS AND SUPPORTING EQUIPMENT 



Fila Loops, (per scudenc) 
super ^nm 
silent 



Level I Level II Level III 

Basic ' Intermediate Advanced 
* • 

h , H 1 or inore 



Proc-ectors, ^ (pef teaching station) t per 4 1 per 3 

super Sr^, * 
• fi,Ui loop • ' ' 

silent ^ ^ 



1 per I 
or laore 



'ilastrips, ^^er ^^tudent) 
silent ^ — ^ 



\ 1 



1^ or more 



pTC.:eat-::t>s^ ' (per teaching station) 

fi Ir-itHp 

sile^xt. ft 



.1 3 1 per 2 
2 3 



or mor^ 
4"^r iDOre 



Vi^^yrs^ (per teaching station) 

liy^strip (per nedia center) 

siZem 



2 
2 



3 



5 or ciore 

6 or idore 



Microforms * (per media center) 
includes microSils, 
i;4crocard, and 
microfiche 



Provide in quantity to meet durricular 
needs • • 



(per media center) V Provide in quantity to meet curricular 

need^. * 



^ea^r-tnnters 



- \ ■ 

^ (per media center) 



Provide in quantity to meet curricular 
^ needs. • • 



•Slfdes 2" X 2", *(per student) 
silent t * 



4 or more 



ProjectorSj 
slide 
oarouael 



Viewers^ 
slide 



(per teaching station) 
(per media center) 



(per media center) 



1 per 4 1 per 3 



' 1 



1 per 2 
< .or lajre 
3 or- more 



4 or more 
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. y Level^^I Level fl H^evel III ' 

' ' " §asic .Incermediace Advanced 

Transparencies (per "student) si .3' ' ^ or more 

In addition to prepared transparencies, an appropriate collect iori of.* ' 
transparency masters should be provided. 



rpo:jeczovB, , (per t€aching^tatioTl) ' 1 per 3 1 per 2 1 * 

ovevy^ad (per media center) _ 2 .3 4 or ^ more 

4 . ^ 

Saveem, (per media center) 1 ' ' 2 3 or more 



Soveenz^, (par teaching station) 1 2 3 or npre 

srrall (per media center) 3- - 5 ; * ■ 7 or more 

To be used in carrels vrLthout permanently installed screens or otherwise. 
Viewing equipment with built-in screens Is desirable; however, where euch 
units are unavailable, separate units must be used. 



ooveeriBy (per teaching station) 1 ' 1 1 

L^sll-'^urzted (per 3fedia center) 1 1 / 1 or more 



X 60" rninyiun ' ^ 
White walls with matte finish may be used for projecting visuals, 
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AUDIOVISUAL MATERIALS AND SUPPORTING EQUIPMENT 



Fllias, 16mm sound 



Level I Level II ^ ^ I^evel, III 
Basic Incennediace **Advanced 

See "SyscKn-level Audiovisual Materials 
and Equipment" in Chapter VI. 



^d^otpvs, film (per teaching station) I per 10 
ISnm sound ' — ' • ' 



<per media qenter) 



1 per 5 
2 



1 

3 or more 



Sound Filmstrips 
' Includes filmstrips 
with disc recordings. 



or cassette tape 
'recordings 



Sound/Slide Sets 
Includes sets of 
sli'des with disc 
recordings , cassette 
recordings, or sound 
on the slides 



(per student) 



2 or more 



t^Oectovs,^ (per teaching station) 

films trip 'Bound (per media^center) . 



PPOQectOTS^ 

sound/slide^ 
carousel ' 



(per teaching station) 
(per media center) 



1 per 10 
1 



1 per 10 
1 



i per 5 
2 



1 per 5 
2 



1 

3 or more 
1 

3 or more 



Helpers, ^ ' (per te^piching station) 1 
filmstrip sound (per media center) 3 



2 
4 



5 or more 



Separate projectors, viewers, and audio equipment used in combination with 
audiovisu^^ materials are listed under "Projected Visual Materials and 
Sagportlng Equipment" and "Audio Materials and Supporting Equipment." 
Equipnent combining audio and visual components is desirable; however, 
until such equipment can be acquired, separate components Will suffice. 
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Level I Level II ' Level III 
Basic Intermediate Advanced 



Master Antenna '■and Radio Frequency 
Distribution System (MA and RFDS) 



New buildings should equipped with a system for reception Sf broadcast' 
and/or cable television. Older buildings should be wired for reception 
of broadcast, and/or cable television. The system' shoul.d be capable'of • 
receiving television from any source ^n at least six channels, including 
one channel for each network and two for local orig.ination. - Signals 
can be distributed to each teaching station and/or studio, administrative 
offices, and media center. Signals are availab-le simultaneously. (1;84) 
Tl-iis distribution system is basic 'tb all- schools. 



> • * * 

Instructional Television Series 'as many' as are appropriate to help 

Used sequentially or selectively . serve the learning needs of studen 

in the school 

' Jee the school television catalog issued by the State Department of 
Public Instruction each year for listings of available serie^B. 



Educatzonal • (per teaching station) ^ p^r 4 ' 1 per"^ 1 or more* 

Televtsvon (per media center) 1 \as needed to meet - 

Reaezvers, color ' ' curricular needs 

Provided that reception is adequate » ^ > 

Schools with .black and white receivers should replace them with color 
. sets. (19" - 23") as they wear^out and are discarded. 

Television (pfer media center) As needed for use in carrels or 

mom tor/receivers, otherwise 
small 



*Large teaching areas will need more than one television receiver for 
optimum viewing. * » 



Level I 
Basic 



Level II 
Intermediate. 



Level III 
Advanced 



Videotape Recordings, prerecorded 
^ Includes videotape recordings, 

V reeljto-reel; video cari^riciges ; 

video cassettes \, 



Note: 



Provide in quantity, depending on: 
. quality of reception within the 
- • .building, 

. the existence 'of a distribution 
' * system within the building 

• the types of service3, equipment, 
* and materials available from the' 

system, center 
. the operational capabilities of 
professional and technical 
personnel within the building 

Off-air recording of television programs from the school television 
service of,. the State Department *of Public Instruction broadcast 
over the UNC-TV network and other television programs from public 
and conmercial television stations (providing permission is' granted 
from the program distributors) may -be done for use at times 
convenient to' the instructional schedule of the schools and at 
times when the students need such programs. 



Videot<zpe^ Recorder, monitor/receiver Due to the scheduling problems 

inherent in a single^channel 
broadcast service, each elementary 
school should^have at least one 
• ^ videoTajg^-^ecorder ,''plus monitor/ 

^: receiver, and etch jui^ior high^ 

school and senidr high school should 
have at least two videotape^ . 
recorders, plus monitor/receivet. 

Videotape recorders have two rather* distinct applications to the support 
of learning: . ^ 

1. They are used for off-the-air recording of television programs as 
staked in the ndte above, for which no video camera is necessary. 
A second videotape recorder allows the recording of a^program > 
off the^>*f and the disti:;^bution of-*another program to a class or 
several classes* at the same time. 

2. They are further used for production of videotapes of teacher- 
prepared demonstrations and presentations designed for certain 

.instructional purposes; the produttion of pupil-prftpared activities 
for use in 'the teaching-learning process; for observation and 
evaluation; and, for the taping t)f pupils . engaged in learning and 
training activities, *-such as public peaking and physical education.^ 
. A camera and related equipment will be require^ffor these uses. 



TACTILE MATERIALS 



"^k J^Sh °°'=iv2tio° they afford and their lack of dependence on the 
rhf « K J"?^^ ability, the following materials should be available 'to meet 
the school'.s instructional needs: 

, Artifacts Models . \ 

Dioramas Rdalia 

3'^°^® Sculpture and other art objects . 

, Manipulative devices Specimens • ^ 

* • 

MISCELLANEOUS MATERIALS AND EQUIPMENT 

I . >■ . 

^IJ^c'^^k"*^^- l^""^^^ are^noj: stated for these mater'fals and equipment j neverthe- 
less, they make uniqu6 contributions to the instructional program and provide 
resources for thg academic needs and general interests of students. An 
availablf ^ " to. support the school's -instructional program should be 

Material s • . ^ 

Bo9ks with recordings * ' r 

^i^i'^''''^?'^^^ packaged collections of three or more different types of 

media relating a particular topic, excluding the guide) 
Programmed Instructional materials 

Equipment 

Ea^^Tisnes^ mono and atefeo 

Equipment stands, portable with telescoping legs and without casters and 

electrvcal outlet 
Equipment/projection carts 

Extension cords, regular and heavy-duty - ' ^ • ' ' ' ' 

Jack boxes_to accormodate multiply earphones " ' ' * 
Lectern;, portable 

liicropJhnes, with appropriate cables and CQnnectors 

Projectors, opojque 

Public address system, 'portable 

Public address system, stationary ' ^ - ' 
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^ SCHOot MEDIA CENTER PRODUCTION EQUIPMENT 



Each media center should provide the equipment ess^titial to local production 
of materials.* The amount of support available from the system-level center 
will influence the capability required at the building l^vel. Howev^er, each 
school 6iedia .center should posse^ facilities and provide production supplies 
and equipment enaMiftg teachers anS^-ftupils to produce, at the buiwing l^vel, 
the materials listed below*^ The production equipment 4isted in thie second 
coluian is necessary for the' production of these materials. " 



Materials to Be Produced 



^Recordings, audio, mono 

(cassette or reel-to-reel tape) 



Production Equipment Needed 

'Quality microphone (s)^ cassette tape 
recorder^ reel-^to-reel tape recorder; 
cassette tape eraser^ bulk; tape 
svlicer 



Recprdings, au(Jio, stereo 

(cassette or reel- to--reel tape) 



Tap'e recorder^ cassette or reel-^to^re^lj 
stereo; soimd-synchronizi^ unit' 



Film,s^per 8mm 



Camera^ super 8rm^ copy stands film^ 
svlicer ^ 



Laminated pictures and/or 



mounted pictures 



Overhead transparencies 




ury-mount, press; tacktng tron; paper 
cutter J 30" or 36" blades 



Therwrnl copier^ lettering devices^ 
^aeo printer and accompanying 
equipment J primary typeim^ter' 



2** X 2" slides, photographs 



2" X 2" slide cop^stand with camera 
gm/or inatamatic camera h>ith pre- 
poe tised copy stand; 3Srm camera^ 
wzth lenses; light meter . 



Programmed materials 



Videotape recordings 



Typewriter (s) J standard; duplicating 
machine, spirit or mimeograph 



Camera(s)j microphones j monii^r/ 
rec^^r(s)j videotape recorders 
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BUILDIMG-LEVEL PROFESSIONAL MATERIALS 



• 9 

In order* for che professional staff to keep abreast of trends, developments, 
techniques, researchi and experimentation, <^oth in general and in specialized 
educatiolial fields, the building-level professional media collection should 
inclode current, quality media such as; 



BookS" 
Journals 

Government documents 
Pangjhlets 
Publftations frotij 

professional 

organizations 
Television and radio 

program guides and 

manual^ 
^Sel^ctiQn ^tools 



Information on in-sei^vlce ' * ' 

education programs ^ , 
Curriculum materials, including 
" courses of study, curriculum 

guides, ^-arra^'teacher 's manuals 
Resource units 
Microfiche 

Schools should contact the Research and 
Informaticrn Center in the State |iepart- 
ment of Pub^^ Inst ruction for copies 
of ERIC docSk^ on microfiche. 



The professional collection should be easily acGeasible. It is amplified and 
reinforced by the system-level {Professional collection, which includes in-service 
materials. See "System-level Professional Materials Coifelections,*' which appears 
farther^in thisNiocument . n • ' 
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CHAPTER V ' * 
• \ ' ' * • FACILITIES 

^REHMINARY" PLAimiN& . 

' . *'A media center combines many different types of facilities itlto one * 
unit., .The media'center must, therefore^ be designed for present and 
future educational programs. Instruction, increasingly involving the use 
of varied materials, and complex electronic -equipment , must be supported by 
school media facilities flexible e^^h to accoiODodate changes and new 
emphases in curriculum." \(6:49) C • 

It is importlbit thaf the . administrator responsible for coorddnating 
the pl^annlng of media facilities employ all available sources of advice 
and assistance, whether the planning relates to a new structure or to 
one. being renovated or expanded,* The administrator should involve th^^ 
system-level media director, hie local school media coordinator, and other 
instructional .personnel in the planning. The administrator may also 
want to involve eacperienced med:^a^ directors f.rom other administrative units 
which have exfekplary programs. In all cas^s, the' early stages of planning 
should involve the Division of Educational Media and the Division of. 
School Planning in the St^te Department of Public Instruction in order to 
ensure that educational plflfcing is done prior to' planning the renovation 
erf a facility, whether or not an architect is to be employed. 

''In ordeV for all spaces to be ft|b{:tional, furniture appropriate in 
type, size, and placement i^ essential in^he layout of the spaces. The 
admipis'trator responsible; for contracting with an architect is cHarged 
with making certain th^J the' design contract clearly sp'ecifies a suitable 
arrangement of furniture t^iroughout the media f,acility. 

Those responsible for educational* planning should be informed of 
current mediS" trends arid ,44^1opments yhich may prevail in the future 'in 
order to anticipate and project the school's specific needs in this area 
ft>r a minimum of t&n ^e/rs. To ensure that the schoolls facilities will 
accommodate maximum use^ors^edil, 'fBe followd^ggKgWpi'ng ^teps are 
recommended: |^ 

. Appoint a media fti^ffl^ties c<ramittee .composed of school and syst^ii- 

level media pergtmael, teachers, coimaunity representatives, and 

students to >rod|»'tlje Educational Specifications for the media 

center -^11^ other learning -areas utilizing media. 

* • ^ 

. --Research available reference sources *to understand the task, to 

gain common vocabulary*, and\to plan for optimum benefits. 

. Vi^it' new, innovative, and renovated facilities for idea©. 

. Consult' specfalists concerning educational' specifications. 

^. Involve an architect at this stage if he/she has been employed. 

. Define ^^d describe activities 'by ftanction. 

« . Provide iseans for future expansion .^^ , 

. Develop arid submS specifications to the adMniStr^tion for « 

approyj^l and *use by architects^. . ' / ' 7^ 

. Discuss specifications with the architect. ^ * / 
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. Review schematic designs and preliniinary drawings, ^nd sojbmlt 
recommendations to architect. ^ 

. Review .working drawings and make final reconanendations . 



B. FUNCTIONAL -RELATIONSHIPS 



• The media center occupies a variety of spaces, each devoted to a 
specific type of act4.vity. The design of rooms and areas within the 
media center ahould accotBmodate one or more activities, depending upon 
the nature of such activities. -JEhroughout the media facility, desirable 
spatial interrelad'bnships afre essential to the convenience -of users 
and staff. - • • • • . 

The media center's size and the organization of its space must 
*^ accommodate resources, services^ and activlt^s necessary to the 
instructional program. The center should include space for a minimim ' 
of 45 students, or 15Z of the studi&nt enrollment — whichever is larger — 
at 40 square feet per student. This minimal space requirement will 
accommodate reading, browsing, -storytelUng (in elementary schools), 
reference, dnd individual viewing and listening, as well as the storage 
6f materials to support these activities. 

Additional space is necessary (a minimum of 2200 square feet) 
for Support areas,' including small-group conference and activity ^reas, 
professional connection and faculty work area, storage of audiovisual 
equipment^ storage of back issues* of periodicals, graphic and photo- 
^graphic production of materials, workroom, office, and media*. multipurpose 
area. 



Read i ng- listening- 
viewing (RLV) : 
(40 sq. ft. per^ 
user X 15Z of 
enrollment) 



Reference: 
(included in RLV 
area) 

Circulation: 
(included in RLV 
j^rea) 



Conference/ small-group 
activity area: 
(150 sq. ft. each) 

Office: 

(200-300 sq: ft.) 



AacoTEsodates shelving f oxgall types of materials, 
including current periodicals, either in open or 
secured areas; contains a browsing area for 
display of new items, spac'e for individual 
students to interact directly with all types of 
materials, and listening and viewing stations 
for using nonprint materials; includes a , • 

storytelling area in elementary schools ) • 

Part of the RLV area, but one requiring frequent^ 
professional assistance; should be easily 
accessible from the office and cir<:ulation area 

Circulation control paint for all media; 
should be near media center's entrance and 
exit and should be in t^e RLV area, very 
close to office/workroom 

R6oa6 or semiprivate areas, 10* x 10' or 
larger; subject to visual supervision &com 
media office/t^ork area r 

For media staff; contains desks, storage for 
professional tools, coat denser, and <yther 
appropriate storage; glass enclosed to allow 
visual control of RLV area; glass should begin 
42" or less froS^ floor 
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Peifiodical storage; 
(l-50r250 sq. ft.) ' , 



Production^workroom : 
(400-600 sq. ft.) 

L 



Professional collection 
and workroom: ' 
(300-500 sq. ft.) 

Media multipurpose: 
(700-900 sq. ft.) 



Aud'io visual equipxaent 
storage: 

(150-250 sq. ft.) 



For the storage and retrieval oF periodical 
back issues", a circulation function which' 
necessitates this area*8 being directly 
adjacent to the circulation point; aay be 
pombingd with the production/processing 
area (workrooci) 

I 

For technical processing* performed at the 
building level; may be located in the sajae 
quarters as the materials production area 
or separate from it; the latter may involve 
graphic, photographic, and TV production; 
should be easily^ accessible from office and 
RLV ^reas with visual supervision from^'one 
or both of thfese^reas unless permanent 
adult staff is assigned to the area(s) 

For faculty materials and study; adjoins 
production/workroom and RLV if possible ^ 



To accoss2K)date large-group, -multimedia 
instruction opening onto RLV area or an 
outside corridor; may also be used for group 
projects and student-centered television 
productions _ ^ 

For storage of backup equipment, preventive 
maintenance, and mifior repairs 



SPATIAL RELATIONSHIPS 

Function influences the Kind, size, and juxtaposition of spaces. ^. 
The* following Relationships Diagram attempts to identify needed spaces 
and illustrate the interrelation of various areas.- The intersection of 
squares indicates overlapping media services which should be located 
adjacent to each other. The size of squares only approxiaatea actual 
size relationships. - ^ . * 
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THE 

SCHOOL MEDIA CENTER 



MEDI^^ MULTIPURPOSE 




MEDIA PRdOUChON 




I 

COHfERENCE 

L_ 



PROFESSIONAL ^ 
COUECTION' '^-^ 



REFERENCE 



MAGAZINE 
STORAGE 



OFHCE 



WOW< AREA 



CIRCULATION 



A.V. EOUIPMEf/V 
STORAGE 



STORYTELLING 
^ ^ AND 
EASY BOOKS 



TABLES 

AND 
CHAIRS 



STUDY CARRELS 



INFORMAL 



A Relationships Diagram 



ERIC 



47 



35 



DESIGN CONSIDERATIONS * * , 

^ , The philosophy of^the school* type of instructional program, services 
rendered aftef^iburs, and degree of collection security needed will 
influence the design of the. school media center* T^e media center's 
structure must allow for changes both in enrollment and in instructional 
objectives* The following desi^ reconsaendations should 'be considered: 

Location ^, ^ 



The ^tent to which the media program permeates the instructional 
program depends to a large degreer on Its Ipfcation. Therefore the 
^ school's media center should be located conveniently to all 

learning areas of the school, yet avoid the major flow of student 
• traffic. Convenience ta an outside, entrance with adjacent restrooma 
not only allows the media center to operate without opening other 
parts of the school building but also' facilitates the delivery of 
materials and equipment. . 

Environment . 

The media center should have aesthetic appeal and an atmosphere 
conducive to learning. Students should feel encouraged to explore, 
/inquire, research, or mereljr browse. Good lighting 'and light 
control are vital. Light control should be convenient and 
centralized, with the capability to darken specific areas. 
Ceilings, walls, and floors should be acoustically treated. 
Carpeting reduces noise and adds to the attractiveness of the 
denter. Temperature control is also necessary for comfort and 
for the preservation of materials. 

Reading-listening- viewing (RLV) Area 

. Seats minimum of 45 students, or 15% of student enrollment 

. Furnishes a- reading-browsing area with shelving for current 
periodifcals 

. Provides a storytell^ing area for at Xeast 30 m^^ils at 

elementary level - ^ - 

* 

. Houses print mat;erials (approximately 12-f books per student), 
nonprint materials, and reference collection 

. Provides seating at tables as well as at study carrels- 

. Bncoc^asses entrance, circulation, caT^^^tatalog, and periodical 
index areas ! 

Conference and/or Small-Group Ar ea ^. ; \ " 

. Provides movable w«dls between multiple conference rooms 

i ( **** . ^ 

. Has gl^s front |f or superMsion ' 

. Contains appropriate seatii^ screens, clialkboard, electrical 
outlets 

. Furnishes light control and acoustical treatment, for listening/ 
viewing activities 
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Resource or Satellite Centers 



. Although there are soiae advantages to resource or satellite' centers 
separate from the' main media center, avoid them wherever possible 

.because greased budget fox additional staff, larger collections, 
and dupliication >jirthin subject areas negate the, advantages. 

• Determine the need for such centers on the basis- of the availability 
of sufficient and qualified media personnel to provide efficient 
service. 

Production/Workroom 

^ . System-level production services will determine type and amount 
of production space needed. 

. System-level support and volume of media to be processed will 
decide type and amount of technical prx>cessing. 

. Capability for visual supervision of students worEtng independently 
is desirable. 

. . ^ater--resistant counters, sink, vork tables, oversized^ cabinets, 
flies for production supplies and equipment, and electrical 
outlets for all work stations^ and counters should be provided. 

. Darkroom, off-air recrording capability, and other special needs" - 
should be considered for tfcis are^. 

Storage Areas (Perio dicals, Audiovisual' Equipment, Supplementary Ma terials) 

'I J ■ ■ 

. Separate storage areas are desirable for the followingr 

-Jg^xtra media hardware (not decentralized or on long-term 

moan to classrooms), as well as oi^-of-a-kind equipment ' " - 

- back issues of periodicals not stored in RLV area 

- supplementary textbook collection and other infrequently 

used nJaterials currently uncirculated , # 

. Direct corridor access is necessary for areas housing supplementary 
materials and equipment. 

. Storage cabinet for spare parts and supplies and counter space 
, for equipment cleaning and maintenance should be provided, 

E.. TECHNICAL CONSIDERATIONS 

• * 

Because good facilities are motivational and the iSXic of tbea 
actually depresses the fulfillment of program goals, they warrant; special 
consideration before new schools are planned and existing schopls are * 
remodele^, (1:92) .Facility pUns for school media programs should take 
into consideration, the following desirable technical pup^orf^' 

Electrica l Service and Electronics 

"7" ^ 

/ ♦ The electrical service for the media center shoiad be flexible 

and accessible to all areas. The number and location of duplex " 
^ outlets 6hould correlate with jjogram activities and their 

locations.^. Take care to expose outlets — do not confeal them ^* 
^ behind shelving and other furniture. * 
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. The media center needs a conanunlcatlon system which includes a 
telephone and an .itidependently controlled intercom speaker. 

^ Increasing technological contributions to school comunication 
processes make the media' facility the logical base Qf operation's 
for a centralized system capable of receiving, storing, and 
redistributing, television broadcasts originating within the school, 
.the school system, or from network sources (NBC, ABC, CBS, PBS). 

' . Bach building should have a complete, multichannel distribution -systemN 
so that broa^dcast televisron, closed "circuit television, and CATV, 
if available, can be distributed to each room frpm the .television - 
reception ar^ and from one pt more points of origination, such as * 
portable videotape recorders and/or t^e' studio within the building. 
This centralized system should be use3 for applying computer 
technology .to the teachlng-^leaming process. 

Access aj|d Security ' ' . ^ 

. Conference rooms, productipn areas, readiag-listening-viewing areas, 
and stack areas should permit easy visual control by staff. 

c 

. Student access to materials ^nd equipment should be as open as 
possible* 

. Safeguarding the collection may be strengthened by: ' 

- visual control 

- locating high-decand materials in controlled access areas 

- locating check-out station near exit and away from stack 
areas * , 

- providing outside "drop*' for the return of materials 
improperly acquired 

Heat, Light, and Sound Control \ 

; ^ - 

. Heating and Jj^ilation equipment should assure draft-free, quiet-.— - 
operation aoj^^^comf or table surroundi-ogs: dwing all s^easons. 
Research i^itows that a variation of. only two degrees above the 
. - desired 72''? (22^C) tesperature result^ in a 20% decrease in 

learning rate, making a strong case for year-round air conditioning. 

* Windows should neither adjalt distracting light nor hinder space 
utilization. Light control should include 'dinsaers, down lights, 
and draperies or darkening shades. - ^ ^ 

• Carpeted floors offer the single best method of controlling 
sound. Acoustically treated ceilings and walls 'also facilitate 
sound control. • Adequate space between various area^,\jrtll^ further 
elimixiate noise, , " ' 

Other Teachlpg/Leaming Areas 

»A11 teaching/learning areas should adapt to the use of media and 
should include: ^ * * 

. provisions for natural and artificial ^Ight control; 

. adequate electrical power with a'auffieient number of outlets 
conveniently located; 

• ■ ' 5b 
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projection screen of appropriate size, permanently installed 
to provide an mdlstorted image; 

acoustically treated walls, floors, and ceilings to ensurf 
that sounds ^from one learning' activity do not interfere with 
learoing activities in other areas; 

safe storage ^or audiovisual equipment and .materials, as well 
as the capability to receive television signals from master 
antenna (MATV) system. 



FURNISHINGS 

^' ' 

Furnishing? for the media center should be. selected with specific, 
activities in mind and arranged conveniently so that 'the various types 
of media cati be used most effectively. Qmnging enq>hasef in the program 
may neces8j,tate*d±fferent space def initionT^theref oro^ the design of 
. the space and the selection of the furniture should permit flexible 
arrangement. When selecting furniture for student use,'' schools ^must 
allc^ for children's physical differences. Color coordination and 
furniture arrangement should enhance the center's aesthetic appeal. ^The 
Educational Media Committee responsible for media specif ijcations shiuld 
be involved in the selection and placement of all furnishings, • 

Shelving , » - . 

All shelving should be sturdy and adjustable. Shelves -may 
wood or steel, double-faced or s-ingle-f aced. Whether double-.^ 
or single-faced, shelving should have backs or partial backs. 
Types and quantities of shelving will depend upon the current 
size aAd anticipated growth of the collection, the types of 
media in the collection, and the manner in which the media are 
• to be shelved— intershelved or by types of media. 



T^rpe # 
Standard books 



Reference books 



Capacity Estimate 
30 per 3-ft. shelf 
18 per 3-ft.' shelf 



Picture books* 

/ 

Periodicals 



50-60 per 3-ft. shelf 
3j-4 per 3-ft. shelf 
Phonograph records** 60-70 per 3-ft. shelf 



Depth 
8 or 10 in. 
10 or 12 in. 
12 in.- ' 



Height 

5- 6 ft . . 

6- 7 ft . 
30-42 is. 



16 in., slanting 5-6 ft . * 
12 in.' 30-42 in. 



Sound filmstrip 
boxed sets (or 
other oversized 
media) 



15-18 per 3-ff<^ shelf 12 or 16 in.' 



5-6 ft. 



*The^ ne^d V'-wlde partitions or dividers, 5" high and spaced 7"-8". apart 
► on each ^elf. — \ ; 

**The8e need V'-wlde dividers 5"-6" high and ^^"-3" apar;t on ea\h she^f . 
Display bins, now frequently preferred, are not as fully standard. 
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^ Tables, Chairs, and Carrels ^ ^ 

Although round tables are aesthetically pleasing, they provide less 
usable working surface. The new ti^pezpidal tables lend themselves 
^ to flexible grouping. Standard 3' x 5' rectangular tables provide 

sufficient working surface for only four students. For adequate, 
comfortable use a minimum of five feet of floor space should be ^ 
allowed between all t3rpes of tables with th^ir Accompanying chairs. . 
. 'Chairs^id.th curved backs and saddle seats gire most comfortable,, 

^ The visual barrier on a carrel should be above the eye lev.el of 
an averages-sized student when seated. Carrels used with audio 
equipment, rear, projection devices, etc., require special electrical 
pravisions which lessen flexibility. All carrels should contain 
a shelf- for books and other reference materials and provide 
adequate lighting on work surfaces. 



Type 

Ca^xels: depth 
height 
width 

Tables: hai^gFf (all types) 

length (rectangular) 
width (rectangular) 
diameter (round) 

Chairs: height 



Elementary 

24 inches 
25-28 inches 
36 inches 

25-28 inches 
60-72 inches 
36 inches 
48 inches ♦ 

14-17 inclies 



Secondary 

24 inc^^es 
29'^nches 
36 inches 

26-29 inches 
60^72 inches 
36 inches 
48-60 inches 

16-18 inches 



Specialized Furniture and Equipment 



Some types o;f specialized furniture and Storage units requiring, 
special consideration* follow: / 



Card catalog and 
shelf-list cabinets 



Atlas stand 
Charging desk 



ERIC 



should ko--l^low the eye level of the 
average user^ purchase in add-pn units 
from a reliable library furniture 
company 

30" wide x 2?" deep x 44" high with 
slanted tops for secondary schools; 
atlas stands, to be useful, must be 
lower than 44" for elementary 
students 

sometimes referred to as a circulation 
desk; composed of interchangeable units; \ 
should be only as large as necessary ' 
to accommodate charging activities; a 
'3* x 6* desk Is usually adequate for a 
small media center; should be equipped 
with charging trays for filing circulation 
cards and drawer spate for storing 
cttctilation supplies; a standard, 
elementary school charging desk should be 
no more than 27" to 29" high 
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DictlonaVy stand ^ 



■File fcabinets 



22" wide X 16" deep x A4" high; 
revolving table-top stand will 
syffice for elemeatary €?chools 

leg§l-siEe with pfendaflex frames and 
- hanging folder's; for convenient > 

acce£^8ible storage of pamphlets, 
clippings, sm^ll pictures, folded 
maps, other ephemeral materials, and 
^ transparencies; larger storage 

cabinets with flat, narrow drawers * 
foi^ storing large art prints, study 
. - .prints', flat maps, and oversized art 

and production supplies 

.~3ecau8,e specifications for furniture to display nonprint 
materials are not so standardized as those for traditional 
library furniture, none are included. However, a variety 
of specialized shelving, cabinets, and storage containers 
are commercially available for most types of media. Some 
storage suggestions follow: . ' ^ 



Filmstrips (silent) 



Filmstrips (sound) 



Sli-des 

Disc recordings 
Tape recordings 



Microfilm, Snm loop, 
and videotape 



Open-track rather than -pigeonhole 
storage pr^erred 

Store in filing boxes for integrated 
shelving 

Stand boxes upright on regular 
12"- or 16"-shelYing 

Place units in file boxes for 
integrated shelving 

Add-on storage. cabinets, 
notebooks, or trays* 

Bins or picture book shelving 

Cartons on 'shelves; cassettes in 
notebooks 

Special cabinets available commer- 
cially 

Cartons on- open shelves; add-on 
storage cabinets available 
cocssercia^^ 



Production Equipment and Furniture 



Any instructional program requires a great number of locally pjrpduced 
or teacher-made materials- that must be, for the most 'part, ta;tlored to 
fit specific situations. For these^ special purpose^, every school • 
needs at least the basic equipment necessa^j-for media professionals 
or teachers to prepare* their own materials/ 
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Space a6d equipment ^needed for a production area in the media / 
center will depen<!ptupon each school's' program an^ needs. Work / 
spac^ should be provided for making such teaching aids as charts,' 
flannel beard materials, posters, slides, oyerbead traoasparencies, 
l^minate^'prints, and displays. \ ^ 

Essential production-aVea furniture includes a-wprk table, drawing 
table, typewriter Cable, shallow-drawer *8lide file, cabinet \r±tk • 
shallow drawers (30** » 40") for poster 'papers, cardboard, and / 
similar material^, and cupboards for storing paint and other ! 
supplies used in making simple visuals for the* classroom. 

piapter IV list's equipment for local production.- # 
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CHAPTER VI 
-^SYSTEM-LEVEL MEDLA PROGRAM 



» Local 'school systems^ave th^ dual , responsibility of providing media 
service at both the buil|ling an4 the system levei^. Effective school 
media programs at tte bjiilding level depend upon administrative and 
supervisory coordination at the d-j^tem level. Influencing how a system- 
l^vel program is organized are tfie uize of the tystem, types and varieties 
of instruct;ional j>rograms, number of students with special h^eds, nilmber 
of* special p^irpose sc*hools, and other, similar consideratiofes . The system- 
level pregrajn usually, provides individual schools'with the following: 

. Materials or equipment too expensive -4<^r each school to afford in 
sufficient quantity; ife^, ISnsn films, audio tapae and videotapes, 
equipment repair service,* specialize'd production facilities and 
services 

. Materials and equipment infrequently used or needed only temporarily 

; Backup equipment to replace school-ovn^ equipment being repaired 

. Materials or equipment for e'^xarnvnation and consideration for ^ . 
purchase 

. Materials^, equipment^ and/or services demanding constant care 

and upkeep too expensive or tiae-consuming for individual schools 
# to provide ' ' 

A.» PR(X;RAM CCHPOHENTS' . , • 

The scope of the system-level m^dia program is much broader than 
that of the school media program. A mkjor responsibility of the 
jrystem-^ level program Is providing leadership to help individual 
school media programs develop to their fullest potential. v Other ^. 
^ responsibilities of ^the system-^level program include * 

^_ ' .^overall medfa programrplanning, development, and-^ev^luation 

' . integrating media into the currict?Ii2lh::^cvelo"p;nent process 

f. selectirfgfand evaluating media personnel 

udgeting for total media prjoram . ^ - ^ 

providing staff development ^^system and bulling levels 

ensuring appropriate use of television 

deve^ping systeiif4^vel selection criteria and policies 

famishing maintenance service i^or media eqtripment 

conducting systeia-wide delivery service for equipmeat and 
njaterials ^ ' - 

providing centralized acquisition and processing of all 
materials 

operating producti« serviced" for tomnercially unavailable media 

systematic planning of media facilities to meet program ne^ds 

» ^ ^ — 



^ . . providing special loan collections of materials and equipment 

(16iisa films, audio tapes and videqtapes, professional materials, 
etc.) 

. interpreting the media program to schools and coimnunity 

B. SERVICES AND STAFFING 'IMPLICATIONS 
./ • 

System-level program elemfnts should be designed and evaluateji 
individually on the basis of user needs, int6te&ts, and economy. In 
systems where size or financial resources are insufficient foiC 

' developing an adequate media program at the system level, the 
administration shoiild consider meeting the*needs and requirements 
through such alternatives as contractual arAfeements, fltultisystem 
cooperative ventures, consolidation, or paJ^ftpation in a consortium 
or network at the regional level. , Possibi^|Res for mutually 
advantageous contractual arcangements between school systems should be 
explored. For example, ka>group of school districts might set up. a 
cooperative media processing center to handle purchasing, cataloging, . 
and processing materials for all. of their schools. One or mor^ systems 
may develop extensile 16mm film collections available to all schools 

^ within a multisystem area. The use of any of these alternative patterns 
modifies staffing needs at the sys.tem level. (1:26) / 

Administration, Supervisioji, and In-servicB Education 

The size of the system^ and scope of its program determine the 
' number and range of media staff positions. The staH r-^lects 
.the prof essional^, technical and clerical competencies .required 
'to implement all of the program elements. It ie essential that 
* ever^ school susten^ regardless of size^ employ at least one 
full'-tirne'redia professional to coordinate the- system- level 
prcgran and provide leadership in the developnent of school 
^.edia prograns. (1;25) ' 




STAFFING IMPLICATIONS 

Professionals Support Personnel 

The system-level media director is a media professional, chosebs^n 
the basis of breadth pf knowledge and experience in media program^; 
managerial, administrative, and supervisory competencies; and con- - 
cem for the fulfillment of the purposes of education. This person 
occupies the key position in bringing to the educational program the 
full application of media and technology. Additional professional 
media personnel are employed as needed to administer specific pro- 
gram operations. The professional staff is supported by suf ficiedt ^ 
secretarial and technical personnel. (1:26-27) 
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AudlQvisual Equipment Repair S€ 

Hspecfion and repair of equipment sent from tHe'^^individual schools 
to one central location will reduce equipment "down ti^*^*-and 
xhe ni^ber of technipians needed'; thus ^he unit^ cost of equipm 
tepair will be greatly reduced. 

Space will be needed for proper storage of ^quipmfent, supplies, 
and spare parts," as well as for the actual inspection and repair. 

^Costly duplication of expensive pieces of raxely used equit>ment can 
be avoideti if thelse pieces are available for loan through the system- 
level equipment pool. 



.STAFFING IMPLICATIONS 

Equipment Technicians 

Support personnel will be needed for the pickup and delivery of 
equipment, inspection, repair, preventive maintenaoce, ordering 
spare parts, and maintaining an inventory. These tasks could 
be worked intTo an overall staffing design co'nsolidating several 
slpiilar responsibilities. . ^ 
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Centralized Processing 



Advantages of centralized processing include the' following: 

^ releasing local builliing-level prof essionala to work 
with teachers and students 

. eliml.nating costly duplication of ^p e da lir'ed media 
• expertise by economically and efficiently employing 
the Skills of a catalog'er and clerical staff / 

. providing uniformity and continuity l,n classification 
and subject headings , . ' 

. eliminating costly duplication of bii)ir3]^aphic tCols, 
tnus reducing ^init cost -of cataloging 

In systente where centralized processirig is not possible, using 
Commercial cataloging and processing services proves the next best 
alternative. The cost of preprocessing is less than the cost}ygf 
the school media coordinator's time* and materials. ^ 
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STAFFING IMPLICATIONS 

t 

• Catalogers Technics! Assistants 

Comsidexatlons affecting the size an^ quality of the staff are the 
number of , new titles catraldged, .the number and formats of materials 
cataloged and processed, the processing equipment employed, and the 
depth of cataloging and processing provided. ' ' 

r^—' 
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Production Facilities and Services 

» 

Production facilities are needed not only for system-level oedia 
staff but also for all teachers and staff who lack access to 
production facilities in their respective schools, • . 

Production services which may be of fered , include these: 

Graphics . . Printing 

Photography ^ Klc.8, TOdels, displays 
Audio tape and videotape fele'v^^on and radio 

production and/or " \ 

reproduction • 4? 

\ 

Adequate facilities are necessary for s^jftfactory production. 
^ Many materials, and supplies ^^uire special storage considerations 
^^y system-level production facilities that provide live audio 
Ca>lng and videotaping capabilities will require soundproof 
room^'^^or quality results. 



^ STAFFIKG IMPLICATIONS 

Graphic artists Technicians 
Photographers Aides 

The ntdber of teachers and other schodl personnel served, 
as well a3 the scope of production services, influetlce the 
staff need^. , 



16izsa Film and Videotape Collectipns ' ' ' ^ 

Extensive connections of ISmsi films, Videotapes, etc., are beat 
provided to individual schocjls from the systes-level media pro- 
gr^. Facilities and equipment for storing, cleaning, rewinding, 
repairing, and previewing films, as well as adequate control of 
, ^ temperature and humidity, are necessary prerequisites for building 
and maintaining sjstem-level film and tape collections. 



STAFFING 'PUBLICATIONS 



Booking clerks - Distribution clerks 

Film fhspectors * 

« 

Determining staff sizp are the ^number of schools/ teachers/ 
students served, geographic characteristics of the system, 
collection size, booking procedures, and technology used. 
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Professional Reference and Special- Media Collections - - 

Those materials whose excessive cost -prohibits their placement 
in school niedia collections should be included in the system- 
level collection. Such items as large models or expensive 
realia are examples of special collection media. 

If the 'ge<S|raphic location of the system-level facility .makes 
it readily accessible for staff use after the regiilar .school 
day, a professional reference collection' ccn^ld greatly enhance ^ 
services available to all professional staff. 

Facilities pAyiding reading, studying, listening, and vieving 
opportunities forSxsers should be available, along with appropriate 
audiovisual equipment. 



STAFFING IMPLICATIOHS 

Professional reference librarian Media aide 

The number of users, the scope and depth of collection and 
services provided (such as handling telephone requests and 
performing research aervic-es), ancT^he provisions for 
extended ho^jrs of service determine th^^umber and types of 
personnel -needed. 
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AUDIOVISUAL MATERIALS AND EQUIPMENT 



(Based on 8,000 students, or 20 schools) 

The sys tent-level media croter should provide individual 'schools vd.th media 
and equipment which meet one or more of the following criteria; (1) too 
expensive for each school to afford; (2) infrequently used; (3) rare item^ 
unavailable in duplicate, such as art objects, specimeus, and nuseua pieces; 
(4) needed only l^Mnporarily as backup for school-owned items undergoing 
repair. (1:66) When, school systeas caimot afford to operate a system- 
level media center, the media ordinarily furnished by such centers sust be 
secured from regional centers or" other sources • 



Audio Recordings 

those accompanied by 
pennission to duplicate, 
and distribute to schools 

Films, 16nn2 

Filr' naiKzeKonce equip^^ent 
Kits 

co^nmercial kits as well 
as those prepared at 
the system-level center 



Level I Lev^*II Level III 

Basic Intermediate Advanced 

Provide in quantity to meet currlcular 
needs . 



500 ninisua 750 ^ 1000 or more 

8 10 12 

Sufficient to ^rvice film collection 



Provide in quantity to meet curricular 
needs. 
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!'kz3ter cmtenna televiaion systen * 

,-^vJTie central administrative office ccsplex of a school ^stca should be 
«lred fer the reception and distribution , of television ^rograesaing from 
each of the four networlCs, plus one in-house cbaiinel. Distribupion 
should include all offices, conference, rooms', auditoriums, training 
areas, and selected work areas'. Originating programs from t^ese various 
areas should also be possible. / If a sphool systeii is operating^ in a 
community served by a cable television system, provision should be made 
to distribute programs from the system-level center to all schools 
capable of receiving cable television. Schools Ihould seek access to 
a minimum of one or two channels fr<)a the cablevision compaxxj. A 
more sophisticated system would require four or more channels. ! 
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Videotape recordings, (for classroom use) 
prerecorded (for in-service use) 

* Includes videotape 
recordings, Jj" reelr- 
co-reel; video cartridges; 
and video cassettes 

Videotape rea^rders^ monitor/ receivers 



Level 
Basic 

roo 

16 



Level II 
Intermediate 

200 \ 
20-24 



Level m^" 
Advanced 

400 
30^32 



p^at 



ions to the ^pport 



Videotape recorders have two rather distinct app 
of learning: 

1. They ate used for off-air recording of television programs- 
broadcast by school television, local, coisaercial, and public 
networks (providing permission^ is granted fr<Mi prograa 
distributors) for use at tiiaes convenient to^the instructional 
schedule of the schools. For such use, a video camera is 
unnecessary, A secand videotape recorder permits playing back 
one program while recording another. 

2. They are further used for (f) producing videotapes Of teacher- 
prepared demonstrations and presentations designed for certaip 
instructional purposes; (2) producing pupil-prepared" activities 
for use iti the teaching-learning process; and (3) obHrving 

^ and evaluating students engaged in 'learning and tra'ining 

activities, such as public speaking ^d physical education. 
These uses require a camera with appropriate photographic 
equipment, 

. / 



r 
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The following list of equipzaent should be provided in sufficient quantity 
to meet the system-level center's needs; to supplexDent building-level 
collection^ and to Replace temporarily inoperable* school-owned machines. 

Book trucks . 
EkzrphoYies 

Equipment projection cart ' ^ 

Equipment stands 

Extension cords, three-wire heavy ^ duty * ^ ^ 

Filrr loop projectors, super silent 
Filnstrip projectors 

Filn^ trip- projectors, sound • ^ 

Filmstrip "jievers 
Filristrip viewers, sound 
fJaakboxes 

Lecterns^ sound, portable 

Leatems, sound, permanently installed 

!'Eorcfor^^ reader/printer ( s J ' • • 

!*^loroforr readers 

'^iarcphones 'jith appropriate cable and connectors 
!'^^orcphone ^^er 5: , 

Zp<ique projector 

Overhead B^jectors - " » ' \ 

Radios A.M/FM ' ^ * 

Fr^ocjrd p layers, ^cno and stereo 

Screens, capable of being 'jallr-mounted, portable, and/or errall rear-'oiew 
Slide-dissolve unit 

Slide pnfjectors, carousel and/or magazpie 

Slide 'jierjers * 
Tape ptayers, cassette 

Tape recorders, cassette • ' ' ^ » 

Tape recorders, cassette with synchronization rnode 
■Tape r^coPdere,' reel-to-reeZ 

Tape recorders, reel-to-reel or cassette, stereo 



^ r 



■ \ 
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D, PROFESSIONAL REFERENCE COLLECTION 

The number of professional ref erence"1ttaterial8 needed for the 
sys t em- level Jtrogram will depend upon the size and sci^pf^of profes- 
sional reference collections ac the building- level. 

Materials* 



Books " ' " * . 

Curriculum guides, courses of study , and teacher |s manuals 
EDUCATION INDEX 
Films > 16mm 

Journals, current and back issues 
Government documents 
Micx;ofonns** 

Pamphlets ' 

Publications from professional organizations ^ 

Recordings, audio and video - 

Reference materials^ including such items as encyclopedias of education- 

and a dictionary of educational terms 
Fvcsource units 



*Equipment for use with professional materials is listed on the chart, 
, "Systes-level Materials and Equipment," 

**The system-level center should contact the Research and Infpnaation 
Center in the State Department of Public Instruction for copies of 
t^RIC documents on microfiche. 
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E. PRODUCTION SERVICES AND EQUIPMENT ' 

* 

Locally produced materials are designed to meet teacher and student 
needs, st&ff development activities, and public information purposes. 
The scope and depth of system-level production are influenced by the degree 
of production emphasis in individual, schools , the facilities and personnel 

^at the system level, and the availability^nd use of specific production 
components from outsi'de sources, such as television and radio production 

• or printing services'. Consideration must be given to providing the 
following types of system-level production services unavailable at the 
building level. I"n cases where no production is done at the building 
level, consideration should be given also to providing those services at 
the system level. 



Production Services 

GRAPHICS: visuals for use in 

curriculum and staff-development 
programs; . presentation^ made for 
administrative and supervisory 
personnel; and visuals for public 
inf onaaoion programs 



ProductjLon Equipment , 

Theimal copier^ diazo printer, 
primary typewriter, headliner, 
lettering devices, dry-mount 
pressj paper cutter, tacking 
iron, gtc. 



PRINTIh^G: materials such as courses 
of study, resource units, catalogs 
of system- level media col 
available to schools, study gui 
accompanying locally produced 
television and radio programming^ 
sound/slide presentations, and 
other instructional materials 

PHOTOGRAPHY: still photography, 
black-and-white prints, 
2" X 2** slides, super 8mm films, 
and 16mm films , 

TELEVISION AND RADIO: production 
, of instructional television 
and r^dio programs, reception 
and videotape recording of off- 
air educational telecasts, 
needed for reuse in instruction, 
(if permitted by copyright 
laws), and distribution of 
system-level videotape collection 

AUDIO' TAPE PRODUCTION: original 
audio tape production, off-air 
recording (in keeping with 
copyright regulations), and 
high-speed tap.e duplication 




Offset press, vrLmeograph ruchine, 
spirit duplicating machine, 
photocopying machine, etc. 



^tidn picture camera, still 
cameras, editing equipment, darkroom 
equipment, light meter, insual 
maker, slide- dissolve unit^ etc. 

Smalt television and radio studio 
with accompanying video cameras, 
recorders, film chain, audio 
mixer, monitors, editing equipment, 
audio tape and phono equipment, 
video switcher, etc. 



Cassette and reel-td-^reel tape 
re<x>rders, bulk magnetic eraser, 
quality microphones, highspeed 
tape (Replication equipment with 
both cassette and reel-to-reel ' 
capabilities, soundsynchronizing 
unit, etc. 
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Production Services 

KITS, MODELS, AND DISPLAYS:' 
design and production of kits, 
models, learning activity 
packages (LAP's), and dis- 
plays tailored to local ^ 
instructional needs . 



Production Equipment 

Heavy-duty^ paper cutter^ laminatoVj 
dry-mount prees^ photocopy and 
duplicating equip^entj etc. 



-J 
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AMERICAN LIBRARIES, American Library Association,- 50 East Huron Street, * 
Chi-cago^, Illinois- ^ &0&11. Monthly,* ' - ^ 

AUDIOVISUAL INSTRU9TION, Association for Educational Communications and n 
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Divlsioa of EducatlonaL Media *^ ■ Raleigh, North Carolina.. 

State Department of Public instruction .. February, 1975 



' ■ EXPLAfJATORY NOTES 

' FOR USE IK COMPLETING' ,. , ' ' ' m' 
ANNUAL INSTRUCTIONAL MEDIA RS>ORT 

1. ^t Reproductions - Rep^f odly th6se\8" x 10" or larger^, and of duVable' 

^ ^ 2: ■ 3ooks^ General Collection - -These' are books in the general collection which 
include : * « 



m 



all books ordinarily classified as part of , the media collection, 

b. all paperback books exCepr tliose multiple copies used fqr intensive 
study of' a given topic, 

c. up to three copies of non,- textbook- type titles which may have been 
acquired under the former | State -supplementary textbook' program but 
which, in the opinion the laedia coordinator, would bi 'appropriate 

. fo^ trfte gen.etal collection. 

* — — 

3. Books, with Recordings - Book which has an audl5 component to accompai\y the 
•text. This may be in disc or tape form. EacH book with recording is 
counted as one item.^ 

4. * Books, Supplementary --.Supplementary books include: 

^ • ' ' 

a. ^ **textbook-type'% ' y / . ; ' \ 

b. paperbacks in multiple copies for intensive study, of a given topic, 

c- ep^ies of "npn-textbook-type" in excess of those copies counted in^th^e 
general collection. . • ' 

5- Films, 16mm, ^ound - Report only tho^e^owned by the school. Do notf report 
' the films available from the administrative unit film library. - ^ 

6* , Films trips, sound ~ Filmstrlp which ha^ an audio coitiporfent to accompany', 
the visuals. This may be in disc or tape form. Each 'filmstrip with re- 
cording, is counted as one item. - 

. ^' Include^all package^iollections of three or more types of media 

(excluding the guide) relating to a partici4ar topic. ' 

8; Microforms - Group together ^crofilm and ^oicrof iche^. 

9. Realia - Realia, including n^odels' and pieces of sculpture.^ 

10» Recordings, disc and Recordings » tape - Do not include tEose wh£Lch accompany 
filmstrips, slides, books, or those which have been reported a^n^rt of *a 



Ut. . . ^ 



11. Slides, silentA Report the'nuni^r of individual glides wfaich'Si^v/ neither 

an acccripatiyirfe audio recording.^or sound on the^sl^de itself . \ C 
• \ . y ^-^ . 

i2' Sli'de sets^ sound - Report^ the number of sets of slides which have an""5t«^io 
\ explanation on tape or record, or in "sound on sli^ie format" to iccompapy the 
^sual^^^ ^ * / • * 

13> Study prints - Includes charts and posters ♦ ..Count each chart of a bound set 
^ * as one study print.* \ , 

O ' * ^ ' ' * ' " 

ERJC ' ' ' 70^^ . \ ' . ' 



■\ :•■ ■ • >■ >• • < . ■ ■ 

\ - - 2 - ■ f- 

14- transparencies ^- Report transparencies of -j^peno^nent , nature;. Count the base 
each acetate overlay used in a Single presentatiba^as one. Count, in- 
dividual acetates which may- be bound together but which are used separately, 
suqh as maps, as individual transparencies, e,g., a set. of 12 different maps** 
vjou^^ be reported as 12 transparencies. % \ * I ' 

15. Au jtl o (Eg ui P me n t and P ro j e c t ion Eg uipmesp, ~ Do not report equipiaent premanently 
. installed in carrels'! ^ . ^ • 

16. Jackboxes - Report the number of in^ivldua^-jackboxefe .as well as those 
ta^t ar^ part of a carrying case for earphones, 

^ J. ' ^ 

17 . Mlcraphonfe - Ri^ort individual micrpphone s* Do not JLojcisde. thns^ which _^ 



arexoinponents oT audio an^ video recording" unltS^ or systems. 

. , V ^ \ / : : , 

18. Filmstrip projectors > sound -^Report those single units that project on a 
screen for large group viewing,, • 

19. Slide Projectors > 2x2 - Report those whose operation involves a magazine 
or tray. 

20. Master Antenna and RF ^)istribution System (HA and RFDS ) Report those 
Master antenna and RF Distribution Systems which serye two or BX)re 
receivers. 

^1. ^ Ko. of Prograia Origination Points - Report the number of locations in 

addition to the Master antenna input at which prograiss nay be "plugged into" 
the RF Distribution System* (rne RF Distrib^ition Systess is sometimes re- ^ 
f erred to as the CCTV System within the school.) 

' 22. Ko. of Ketworks Received - There ai:e four (4) major networks - UNC-TV (PBS), 
ABC, CBS, and NBC. Ideally, a sAiool should have access to all four. 

23.. No. of Outlets in MA and RFDS - The number of outlets in various locations 
at which a receiver may be connected to the RF Distributioc System. 

^24. Total B6rW Receivers Owned - Report thy^number of B^W receivers in opera- 
tional condition owned by the school , ^ 

25. B6cW Receivers in MA and RFDS - Report the npmber of -B^W receivers which 
are functioning in the RF Distribution System of the school. '^^y 



26. Total Color Receivers Owned - Report. the nuizber of -color receivers in opcra- 
^tional condition owned by the school. * • - - 

27. Color Receivers' in MS: and RFDS - Report the nisiber of color re^^vcrs which 
are functioning in the RF Distributior) System of the school. 

28. Educational Channels - Report the ntimb^r of cablevision channels pres'ently 
sin use for educational purposes exclusivW^. 

*29. Program Origination Points - Report the number of locations in acfdition to 
the Cablevision Company's studfo at which progrfins can be inipfated on 
charm^l$ assigned to s<*hool use. 

30* Cameras ♦ 35aai» and Accessories - Do not report single lens reflex (SL?^) 
which, is cgunted with cop)^hcand below. ' J. 

ERIC * \ . , 
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31. Copy machines (tKennal), Paper cutters > and Duplicators ^^jaia^^^aph 
and spirit ) - Report only those located in the productio^^^e^of the 
media center. 

32. Letterio;^ Equipiaent - Repor^aonly mechanical equipment such as WRICO, 
LEROY, HEADUNER, etc. 

33. Student carrels , .wired and unvired -.Report the total number of this 
type. 

34. Audio and Audio-Video - Report che nuziier of stations which have the ' 
capability of allowing students to receive infonaation originating at 

^^^^ — -a- ^^So¥e- l ocati o tv 4t^^^spoase to a request received by an electronic ^ 
signal initiated by the student. 

35. Mobile - Indicate the njanuf^cturer or brand ^txame of the mobil urii't and 
the number of student positions the unit serves. If more than one of a 
given type show the nucier of the type in front of the manufacturer's 

. name - e*g. , ''2 Jones for 30" Pos. 60. 

36. Booth-Permanent - Report the nuz^er of laboratories of pemanent (fixed) 
nature. Also report the total nuc^er of student positions of differing 
characteristics in the one or more laboratories reported. 
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Division of Educational Media 

State DepartmenTof Public Instruction 

Raleigh, North Carolina 

February, 1975 







Administrative Unit Ko. 


School Code Ho. 


School Hame 



ANNUAL INSTRUCTIONAL MEDIA REPORT* 

Directions ; Coluinn (1) of this report lists the media items which are to be reported 
by each school. Some of--^he , items are footnoted and require the use of the explanatory 
notes attached to this report. Colums (2) and (3) are optional for reporting; they 
have been included for your use only if this represents the format in which yotj keep 
your records or if it is more convenient for. you to report in this way. Colter" (4) is 
not optional and must be completed by each school for each item on hand as of June 2, 
1975 (do not include items op. order). If you have any questions in completing this 
report, please contact Elsie Brumback, Division of Educational Media, Department of 
Public Instruction, ac (919) 829-3193. 
> 



(1) ^ 

MEDIA iV 
t 


r : — 

* 


'42) 
Ko. Added 

During 
School Year 

1974-75 


(3) 1 
Ko. Withdrawn 
During 
School Year 
1974-^75 


(^) 

Total Ho. 
Ot Hand As 
of 


I. SCHOOL OWNED MATERIALS 


AT EKD OF SCHOOL VEJlR 






^xxxxxxxxx 


XJOUUUUUULX 


xxxxxxxxxxx 


1. 


Art Reproductions^ 










2. 


Books, General Collection^ J 








3. 


Books, with Recordings 




, — 




4. 


Books, Suppler;entary^ 








5, 


Filmsi 16is3, sound ^ 








e: 


■ — J . — 

. Film Loops, Super 8» sll«>nt 






1 


/ . 


Filmstrips, silent 










8., ' Filastrips, sound^ } 








. 9. 


Globes 








7— — — 


10. 


Kits^ 










' u: 


Magazine Subscriptions (for student use) 








12. 


Magazine Subscriptions (for staff use) 




r 




13. 


Maps 










14. 


Microforms^ 


# 








15. 


Kewspaper Subscriptions 








16. 


Realia^ 










17. 


Recordings^ disc^^ 










18. 


Recordings,* tape^^ 










19, 


Recordings, videotape ^ 









*Illustratlon only. Actual reporting forms will be furnished annually. 



(1) 

i 

- MEDIA ITEM . 

▼ 


(2) 
Ho. Added 

Daring 
8ch6d3L Year 


(3) 

No. Withdrawn 
During 
School Year 


(4) 
Total No. 
On Hand 
As Of 

0/2/1975 


20. Slides, silenc^^ 








12 

, 21. Slide Sets, sound 




• 




^ . 13 
■X .22. Study Prints 




• 




14 

2 3 . Transp^renci&s 








■xx . \7WiTd7 c«yt>i.rrLUtx Hi lJuJ Ut oUntAJE TtAK 




xxxxxxxxx 


xxxxxxxxx 


AUDIO EQUIFHEKT^^ 




XIAJLXXXXX 


xxxxxxxxx 


. 24. Earphones »\Dono 








25. Earphones, stero 








26. Jackboxes^^ 








27. Microphones^^ 








28. Radios, AM/FH 


- 






29. Record Players 








30. Public Address Systeas, portable * \ 








H 31. Tape Playback Units, 'cassette 




- 




32. Tape Recorders, cassette 








> 

33. Tape Recorders, reel to reel 


• 






PROJECTIOK EOUIPMEKT^^ 


xxxxxxxx 


xxxxxxxJ^:>□^ 


xxxxxxxx 


34^ Filo Loop Projectors, super 8a 








35. Fila Projectors, ISae 








36. Filastrip Projectors^ silent 








37. Filiastrip Projectors, sound 






# 


38. Filmtrip Viewers, silent 




1 




39. Filsstrip Viewers, sound 








40. Opaque Projectors 


V 






41. Overhead Profectors 




^ 




42, Projection Carts 






t 


43. Screens, vaJLl 








f 44. Screens, tripod 






f 


45. Slide Projectors, 2x2^^ 


r 






Li*l*&^ X.OL\JS% AaU VliX rAjLt I KWKJl t 








46. Master Antenna and RF Distribution 
Systea (MA and^RFDS) 




t 


* 
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Adainistrative Unit No. 


School Code No.- 



School Name 



1 

MEDU ITEM 


(2) 
No. Added 

During 
School Ve^r 

1974-75 


(3> 

No. Withdrawn 
During 
School Year 
l§74-75 


(4) 
Total No. 
On Hand 
As Of 
6/2/1975 




1*1 n, 


Ijo of Progran Origination Points 












487 


No. Off Nerworks Recei^ved^^ 












49. 


No. of Outlets in .HA and RFDS^^ 












50. 


Total 3£>W Receivers owned "^^ 


4 










51. 


EaV, Receivers ia Y.k and RJDS 












52. 


-\ 

Total Color Receivers ovned 










* 

* 


53. 


Color Receivers in HA and RTDS 






1 






VID 


EO TAPE RECORDING EOUIPHEKT 




xxxxxxxxx 


xpcxxxxxxxx 


xxxxxxxxx 




5-^. 


Video=^Tape Recorders 












55. 


'e^W Video Cassette Recorders 








■ — - - — 




56. 


Color Video Cassette Recorders 












57. 


E^rV Production Monitors 












58. 


Video Caoeras 






* 




CA3hL TELEVISION 






XTXXXXXXX 




rr. 


22 

No. of Ner-r'orlcs Received 












^. 


Educational Channels 










» • 


61. 


20 

Progran Origination Points 










PRODUCTION EQUIPMENT 






xxxxxxxxx 




62. 


Cai^eras, 35ra, and accessories 30 


< 











63. 


Fnotographic Copy Stands for SLR caxsera 






t 




64. 


Photographic Copy Stands for Kodak 
Visualsaker * * 




> 


• 






65. 


31 

Copy Machines, thensal 












66. 


Diaz^ Equlpiaent t ^ 












67. 


Drvpoimt Press 
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68. 


■r ■ \ 

32 

Lettering Equiptaent **i 




< * 











Administrative Unit No. 


School Code No. 



School Name 



(1) 

MEDIA ITEM 


(2) 
No. Added 

During 
School Year 

lWft-75 


(3) 

Ho. Withdrawn 

During 
School Year 

'1974--75 


Total No, 
On Hand 
A^ Of 
6/2/1975 


69. Paper cutters 








79.' Duplicators, miiaeograph^'*' 








71. Duplicators, spirit 








_ uMICROFORM EQUIPMENT 




xxxxxxxxxx 


xxxxxxxxx 










73. Microfila Reader-Printers 




■ 




SELF-COKTAINED LEAENIKG STATIONS 


xxxxxxxx 


xxxxxxxxxx 


xxxxx^oc^ 


74. Student Carrels, unwired^^- 








75. Student Carrels, vired^'^ 


I — 






REMOTE RETRIEVAL STATIONS • 




xxxxxxxxxx 


xxxxxx^xx 


76.- Audio-^ 








77. ^Audio-Video ^ 








78. CoE^JUter Tenainals 








MATERIALS HAIKTE^AKCt EQUI^MEKT 


XXXX3CXXX 


xxxxxxxxxx 


xxxxxxxxx 


/V. riJ-si opxicer 








80. Film Rewind 








81. Tape Splicer, Audio . 








iEARNIKG ( LANGUAGE ) LABORATORIES \ 


XXXXXXX3C3C 


xxxxxxxxxx 


xxxxxxxxx 


nODllc . *■ 


XXX300CXXX 


3npCXXXXXZ3C 




82. Mfgr. ' 

ibnov No. OX rosltlons in coimsDS) 






• 


83. Mfgr. ' 

(Shov Ho. of Positions in Colurans) 








Booth-Perskanent^^ ^ 




gxyxxxxxx 




84. Report No. of Labs 








Shd«# No. of Listeor-Respond Position* 








^ Show No. of Listen-Reapbnd-Reco^* Pos. 









S5. School Media Coordinators Naiae Soc. Sec. Ho, 



Principal's' Signature 



Q . Date 

ERIC • • 



Division of E<lucational Media 

State Department of Publig Instruction 



Raleigh, North Carolina 
October, 1975 



CITIZEK'S REQUEST FOR RECONSIDERATION OF INSTRUCTIOKAL MATERIALS 
4 Name of person making request T elephone 



Address 



Complainant represents : 



^himself * 

_(nai2e organization) 

^(identify other group)_ 



aoe of school owning challenged Dater;tal_ 
Title Qf item 



Type of cjedia: book, film, filcistrip, recording, etc. 

Author/ artist/composer/producery etc. 

PubiisherAproducer (if knovn) y 



1. ' What dQ you believe are the these and* purpose of this itea? 




2. For what agl group would you reconnend this item? 



3* What do you feel aight^ be the resuLt Qf a student's readings viewing, or listening to 



this item? 



4. To what in the ite^i do you object? (Plea; 



Jl be snecific: cit 



gecific,: cite pages, frames, etc.)_ 



5. Is there anything good about this item? 



6. Did you ifead, view, or Itgten to the entire iten? > If not, what parts? 



7. Are you aware ofNtbe evaluation of this item by authoritative sources? 



8. , What would you like your s^thooL ,to do about this item? 
Do not assign it/ to* any child. 

^Withdraw if from all student's ajs well as from your child. 

' ^Refer it, to the media coordinatorls office for reevaluation. 



Make it available only tto those who wi6h to ijse it. 
Other (specify) ; * 



9.,' In its place, ^whAt item of equal educatj^nrf^quality would you recossaend which conveys 
as valuable a concept and perspective of the stibject covered this item? 2. 
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Date 
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Signature of CqaplatnaQt 



EDUCATIONAL MEDIA 
PROGRAIVl CRITEBTA 

An Assessnhent Instrument 



DIVlSiON OF QNJCATiONAL MEDIA 
State Department of Putic instruction 
Raieigi), North Carolina 



Septento, 1975 
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EDUCATIONAL MEDIA PROGRAM 



\ 



Adainistrative Unit \ Grades 

# of 8CudenC8_^ 

Name of School # of cea'chers 



Address : 



Evaluation conpleced byj ^ ^ , Principal 



, Media Coordinator 

V 



Guiding Principles 

The unified oedia program incorporates' iq one administrative structure 
the elements of the programs formerly designated as library, audiovisual, 
and television. It- retains and expands the desirable elements of these " 
programs to provide each educator and each student the contributions of 
a coordina^d media program. The Icey to the media program is accessibility^ 
This program should provide the following : * 

* * 

Competent personnel sufficient in number to cottduct the program 

Facilities designed for flexlbiiity and convenlear use 

Resources of high quality 'and sufficient quantity to meet 
individual interests and needs ' 

Aecess to all learning resources^ available 

An effective luedia program requires the involveiaent, the cocsaitmeat , and 
the coopera'tion of administrators, teachers, and media ^taff. Tti^ media 
program affects, and is affected by, everyone involved in the learning 
process. A_program succeeds to the degree that these "responsible for it 
understand, accept, -and apply thee^ principles. 

Date of Indepth Surve y 

to 

Survey Team Coordinafeor 



DIRECTIONS FOR USING THE ASSESSMENT INSTRUMENT 

• ' - — ^ 

The attached evaluation forms may be' cojnpleted by individuals, conmittees , 
and/or the entire faculty. Open discussion and staff involvement are 
important elements of successful evaluation. ^ ^ . 

Princif?ies and criteria used in the fotms follow tvo currently definitive 
publications: ' ' ' 



Media Progr^ £ecoigifco<latiQiXB; Individual Sch^l/Adainistrative Unit, 
approve^^^by the' State Board of Education, November, 1975, - - 

Guidelines >f or- Media Preparation , adopted by the State Board' of 
Education, ^11111. 

Familiari't^y >vi tithes e guidelines is essential. Should you require copies 
of the guidelinefi^', please contact: 

Division of Educational Media 
State DeparO^nt of Putiic Instruction 
' • Raleigh, North Carolina 27611 

/ ' . ' 

The following rating scale should used: 



5 - Excellent exemplary 'practice, full «ili2ation^ 

A Gdod above average practice, an adequaxe 

coc?)rehensive program 

3 7 Fair 8ati3factory or minimum practice 

I 

2 - Poor unsatisfactory or below ^^riAvs^r^ 

practice 

1 Ml^ssing no evidence, a complete lack of 

' " ' ' ' ' " program and/or facility 

NA - • Not Applicable ^ not applicable to existing situation 

Strengths, weaknesses, ai;d innafediate and long-^ange plans for imptovement 
may be stated in the summary section at the end of the rating forms.' 
This sectipn will be particularly useful in effective program planning, ^ 



I. ADMINISTRATION OF THE MEDIA PROGRAM 



AN EFfECTIVE MEDIA PROGRAM REQUIRES THE INVOLVEMENT, '^OMMITMENT, AND 
.COOPERATION OF ADMINISTRATORS, TEACHERS, AND MEDIA STAFF. 



Critrt-fa: 



1. The school^s inscruccionai team, composed of 
^ Che -prinqipal, faculty, and media staff, 
jointly develop a unified loedia program. 

» 

2- The media program is designed to meet the 
needs of individual students and teachers-. 

3. * The school administration' uses current state 

media guidelines in evaluating the media 
program, .and providing personnel, facilities, 
budget, and equi-^jnent. 

4. A, system- level policy for the selection and 
acquisition of materials and equipped^ has 

. / be en , ado^te d^y ~tne"^ocal * Board of Education* 

5. The system-level selection policy has been 
filed with the Division of Educational Media, 
State Department of Public Instruction* 

6. The system-l^vel selection policy has been 
adapted to meet the needs of the school's 
instrAicticnal program, ' "* 

7. The principal appoints a media advisory 
ccnnml^tee, chaired by the med±$. coordinator, 
vhlcto reflects all academic interests of 
the^ s/±ool. ^ . * ' 

8. The^ principal is responsible for the adminis- 
tration of the school media budget but plans 
the. budget with the ;taedia adSd-Sory committee 
and authorizes the expenditure of funds. 

9. Priori^^tes for the allocation of mekla funds 
are' based on 'Both immediate njeeds and long- 

' ' range goals of the school. 



A 


vailable 
:ieck One 


Utilization 
Check' One 


^ Yes 


\ No 


NA 


1 


2 


3 


4 


5 
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II- ACTIVITIES AND SERVICES 

THE- MEDIA PROGRAW ENCOMPASSES ALL SERVICES FOR PRIffif , AtJDIOVISUAL, 
AND TEtEVISED MEDIA. ,\ X 



Criteria: 



2. 



3; 



8. 



10, 



11. 




The luedia center strives to render servi ces 
cgmpatible vitb the state4 philosophy and 
objectives of'fhe school. 

The location and interior arrangeiaent of the 
media center provide easy access to its 
services for all instructional areas. 

The iDedia center has an "open door" policy 
and is available for individual student use 
before and af^ter the regular , school day. 

Flexible, scheduling allcvs 'maxlmxm use of 
all types of laedia simultaneously by indi- 
vidual students, sm^ll groups, and entire 
-classes. $ 

Circulation policies make both materials v. 
and equipment readily available for 

a. individuals and classes ^ i 

b. materials for hgiae use \ 

c. equipment for hooe use ^ ' * c 

A sequential introduction to media skills' 
.(including use of all types of a&terials 
and equipment) has been developed jointly 
by teachers and the toedia coordinator^ , . 

HeSia' skills are taught jointly by the 
teacher and media coordinator, 

Larg^^ group itistruction iff reinforced ^ 
with indivi(Jual4.2ed instruction, projects * 
and. related activities. ^ . , 

Instruction in media skills is a sequential 
process and is promoted to lueet iadi*- 
vidual and/or* gyade-level needs. 

Students /are enco^rliged to usd the media 
production facilities and .all typea, of 
media production equipcient.' 

The media staff secures materials fcnc pro* > 
fessional staff and students frott the systeo* 
level isenter as well as^froa other sources* 

■- . "82 



Available 
Check One 


Uc 

CI 


ili 
lec 


zation 
c One 




Yes 


No 


NA 
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III. PER^NNEL"^ 



QUAL^FiED PERSONNEL ARE ESSmiAL TO AN EFFECTIVE, MEDIA PROGRAM. TH^^ MEDIA 
..^AFF SHOULD" B£ COMPETENT IN THE USE OF PIONT, AUDIOVISUAL', AND TELEVISED 

' MEDIA AND.be COGNIZANT OF LEARNING THEORY* AND CIRRICULUM DEVELOPMENT.' 

- ' - * < 

'P1:RS(*}NEL needs VARY.^^4CCPRDrNG TO STUDENT ENROLLMENT, PHYSICAL FACILITIES, 
AND THE SCORE OF MEDIA SERVICES'. EACH MEDIA CENTER SHOULD HAVE AT LEAST 
ONE FULL-TIME , -QERJIFIED "MEDIA PROFESSIONAL WITH A SUPPORt STAfP SUFFICfEST 
FOR THE"*CLERICAL- AND TECHNltAL FUNCTIONS OF THE CENTER. * 




Criteria \. ^ ' * . 

A., ' The .Pr'ofessionai'^Staf f • / 

" • . . : ■ ^ r • . / . ■ 

1. '^A minimum of oxre >i*dia prof essiojvaX should 
V* be .provide ci tor an ^nrolliiifnt up t6^999y 
two for an enrollment of 1060-1999, and 
thre^ for 2000 to 2499. Rank your - - 
^ ' . ^ school: a.*" 1-499. - 
^ ' ' . b- V 5O0r999 . ' 

c'. 1060-19-99 ^ ' ^ ^' 
d. ?000-2499, 



a. 

c. 
d. 



2. %he medii coordinator ^(crhief- pro-*, ^ 
fessioncd) : ' ' * ^ 

wdrjcs enthusias'rioally and- c^>ope'r^- 
f J^i^Y^elY vitb the" professional ^Jtaff 
^n^ students Weeping t;heB ,^liy 
informed about *the Mdia^J>rogram;^ r--_. 
serves on curricUlom development, / 
^ 'textbook and o^ef prof^sSl'Onal 
coiHTpi t.tees ; ^ ^ 

is availabie^or dep^rtmcBtal and ^ ^v^ 
c5mmirtee meetia^gs/on^ tbe -nature 
^ and use of ^ materials ; 

cj^lrs the m^dia advisory comaitteer> 
• plans with' the instructional team . 
ajn'^integ^ate^i* media program^ for? all 
tudencsi^ ' \ ^ . . 

f .^supervises the review,^ evaluaftion, 
*Tse3Spction., acquisitJLon, and use jof ^ 
'.ciedia in* the^school;. '^fi' 
,g, VVj^cKJMjnlcates to superiors" the ^ucatL- 
, t;ative and quail cativenQeeds 4f"xfte 
media ' program; * 

h. * selects and soperviees scudenj 
volunteers : 

i. selects and directs adult volunte<pfs» 



Available ^ 
Check One' 


JL'tili'zation • 
' Check il^e ' >^ ^ 


Yes 


No' 


NA 


1 


2 


3 
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5 
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III. PERSGIWEL (conc^ued)_ 
Criteria: 

A. The Professional Staff (continued) 




3. j^e professional ^staff : 

a, assists teachers in integrating 
'media into instructional- planning; 
maintains an ^active interest _in the 
coirtinuln^ ^evelopaents of all 
spects of educational media; • 

c. is active in professional organi- 
zations; 

d. ^provi^'es opportunities for inservice 
activities; 

e. assises the prof ess ionai-il.taff in the 
production of teacher-made materials; 

f. assists students in the production and 
utilization of &edia; 
piiblicfizes phe media collections and 
services in a variety' of ways; 

h. locates available school television 
programs that relate to the curri- 
culi& and informs faculty; 

i. ^ P^ovd^H^ guidance in the making" of 
vid^o tape recordings of broadcast. ' 

L' programs for later instructional use. 



Tne Supporting Staff 

1. minimum of one paraprof essional is 
^ . provided^for an enrollment up to 495", 
Two for an -en^rollment of 500-1499, and 
three for 1500 or more. ' Rank your 
.school: *a. 1-A99 

b. 500-1499 ' . 

c. 1500 or more 



a. 
b. 
c'. 



2.*' The supporting staff: 

' provides effe^t^ve organization^ypjf 
,T materials^l^d' equipment for ease 
of use; ^. 

b, . assists teachers'in planning, .de*" ' ? 
signing, and producing ma't;^rial8 to 
, meet leam^tiig ob'jefctives when need'ed 

materials ^re not conater^ially 
available; » * " * * 

c* ' performs a variety of clerical and 

ical -taAs to me^ the interfests 
an*4 needs^^t^litdividual students tnder 
the supervision 'of. the ac4ia ccrorjli-' 
^ patox and/or classroom teac&6T<. 



Available 
^eck One 


Utili 
Chec 


zation \ 
k One 




No 


NA 


1 


2 


3 


4. 


5 . 
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iV. PHYSICAL FACILiriES 

•A'. THE MEDIA CENTER • . " " " , 

^HE SCHOOL'S MEDIA FACILITIES SffilTLD^ ENABLE MAXIMUhJ US^E OF A FULL RAKGE%)F 
v MATERIALS AND EQUIFHENT. THE MED'IA CENTER SHOULD BE CONVENIENT TO ALL* 
/ ' CLASSROOMS. THE CENTER'S SIZE, AND SPACE MUST ACCOMJJODATE THE MEDIA PROGRAM'S, 
RESOURCES, SERVICES^, AND ACTIVITIES. SPACE^£OR A MINIML71 OF 45 STUDENTS, OR ' 
lS% rOY THE TOTAL -ENROLLMENT (WHICHEVER IS LA^ER) , WITH 40 SQUARE FEET PER 
STUDENT TO READ, BROWSE, VIEW, AND LISTEN I? DESIRABLE^. ROOM FOR STORY- 
TELLING IN ELE^NTARY ^CHOOLS^ FOR COhTERE]<CES , PROFESSIONAL MATERIALS, , 
^ ♦STORAGE, PRODUCTION, WORKROOM^ AND OE^CE^ IS* ADVISABLE. THE CeItER SHOULD ' 
HAVE AN I^'VITIKG ATMOSPHERE, . ACCOUSTICAIJiY TREATED WALLS AND FLOORS, GOOD 
tlCKTING, AND PROPER- HEATING AND VfOTILATION. 

■ . , ■ ■ ■ ■ ^-r- 



Criteria:. ' 

^ L. ^The^sedia center is convenient to classroonss^ 

2. The iDedta center has easy access to the 

loading and delivery areat^ ^ 

^ % 3. The niedia. center .fe^as an inviting auaosphere 
which is conducive to lemming. 

^4, 'Arrangement of furniture promotes the effec- 
tive' use of the niedia'^center. 



:>. 



ERIC 



rne isedia cen'teis^cludes the folloving areas^ 

- ...reading, browsing, circulation, and re- 
ference area acco'naodating a juininua of 
45 students or 15X of total enrollsent, 
whichever is lacker; ' 

...i^dia rsul ti-purpose room; 

.-.listening and \deving areas; 

study carrel area-if < 

....easily supervised conference areas; 

. I. enclosed office;, 

•..work area adjacent to o/fice; 

...storage facili-ties for eq^^pmerft, " 

supplies, and materials hot imciediately 
needed*; , - - 

^ x:^. . area *f or display and use of professional 
materials; ' # 

, . ■ 85 ■ 



Available 
Check One 


Utilization 
Check One 


Yes 


No 


NA 
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2 
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IV: PHYSICAL FACIL;TIES (continued) 
A. THE MEbiA CEKTER 



. Criteria: (continued) 

NTS ' 

. .production facilities for -{Jroducing 
audio and visual presentations; 

...facilities for video reception and 
recording; ^ 

# 

...storytelling area (elementary school ^ 
. only); . . • - 

.*«bulletin boards and display areas; 

...restrooE facilities, nearby. 

6. The nedia center has sufficient • - 

a. light 

b. heat , , . , 

c. ventilation. 



7. 
9. 



a. 
b. 
c . 



'Walls 'are acoustically treated. ■ ' 

Floor covering is sound absorbent. ' , i 

Storage lacili^ies* oee t tecperature and ^ ' 
huniidity requirersents for certain audio- 
visual 32aterials, equipment, and supplies. 

10. The i&edia center provides the^followiag : 

». .standard size , »ad jus table shelving; 

...picture book diyiders (eleiserntary school^ 
» only); - , 

...periodical shelving^; . 

.. .newspaper^ shelving i 

.^.comfortable^ casual furniture ^ * 

tables and chairs of suitable* sWe" 
^and^hAght; 

• r i dictionary stand; ' • ** 

. . •. atlas stand ; . . * / 

- r?^ard catalog and slielf list cabinets^' 

...proper s<cy:age facili^Hes for each type- 
6£ nonprlnt material; ^ 

y . 

. . .book crucks ; > 



Available 
Check One 


Utilization • ' 
Check One . " 


Yes 


No 


NA 
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IV, PHYSICAL aXCILITIES (continued) 
A. THE MEilA CENTER 



Criteria: Ccontinued>^ 

. . ^audiovisual equipxaent carts; 

...sink with running water; 

. . . electrically-vired stud^r carrels (vet); 

...unvired study carrels (dry) ; 
t 

.•circulation desk; 

r 

. . . typewriter. y / 

14.. Tne d&dia center has adequate electric 
power and outlets to accoc^date all 
sedia activities. 



Available 
Check One 


Utili 
Chec 


zacion 

c One . ^' 


Yes 


.!^o 


KA^ 
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2 , 


3 
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B. lEACHIKG/LEAiCaKG' AREAS 

• ALTHOUtH THE .KEIXLA CENTER IS THE KUCLEUS OF THE M£DIA FACILITIES, ALL 
TEACHING/LEARIUNG AREAS SHOULD ACCOKKCH)ATE THE 'FULL USE Of' ALL KEDIA. 
FURNISHINGS SHOULD ENCOU-(AGE Fi,EXI5LE ARRANGEMENT . A.KD USE. 



Criteria: 



1. Eacn learning ar^a has: v 

a. ^ sufficient artificial and natural' 

light c^jncrol?^ ^ . ^ ^\ ^ • a. 

b. acpustrically ^v^e^tecJ loort "anci j;^alls , b. 
. , c. properly spacei electrical ou£^-ets, -I c. 

2. Each learning area contains adequate sjtorage 
facilities for equipn^nt aid materials. 

3. Projection screens are Available for every' 
learning area. 

*» 

4. Building design penaits^easy ftranspor- 
tation of audiovisual equipment and 
x£ater4als. 

< *^ 

5. Building design permits use*^ 
television from laas ter antenna » 
system. . 




Available 
Check One N 


ttill 

Chec 


zation , 
k One 


Yes. ' 


No- 
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V. LEABHING RESOURCES 
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TEE MEDIA dDI^LECTIOK IS ONE ESSENTIAL COMPONENT OF TH£ M^DIA PROGRAM BUT 
DO^ KOI COKS'irrUTE A PROGRAM .. THE COLLECTION SHOULD IKClUDE A VARIETY OF ' 
CAREFULLY SELECTED MATERIALS AND EQUIPMENT IN VARIOUS FORMATS SUFFICIENT IN 
D^PTH AKD -SCOPE TO MEET INSTRUCTIONAL NEEDS 'AS WELL AS INTERESTS, AND ABILITY 
LEVELS OF SUiENTS. \ ' - ' 



A. THE COLLECTION 
Criteria: 

1. A cocprehensive colleccios incrbdes:: 

...(a) newspapers (nacioaaV* state, 
local) * ' » ^ 



[ 




...(b) periodicals representing different 
editorial viewpoints and providing 
. ^ . V2,de coverage; . v,^ 

. . .bacit^issueB (at least 3 years^^back) 

of periodicals indexed it the AEBIDGED 
, •* READER'S GUIDE: - , ^ 

...books: livei I«12 bcoks per stjudent 
' Level 11*14 books^ per student 
Level III»18 and i4> per student; 

...reference collection; 

...a -vide range of audio, visual, and pther 
t5on-print iDedia. 

An organized, updated, and accessible inf or- * 
nation file is available- 

A relevant print ana non-print professional* ' 
cbliection setves staff developisent needs. 

An aJfequate and appropriate balance of 
riaterials and equipment is evident* 

A variety of aa^^rials, equipment , and 
^i^plies enablei the ^>Toduction of educa- 
tional oedia unavaMable froc cc^cercial 
sources. ^ 



6. Sufficia^S^ audiovisual equipment is 

available to avoid inconvenience ^aiid delay ;'*t 



•7.4 An adequate ntc:£>ci: of televisiop receivers, 
providing good re^ej^tionj is avai^bl^.^ 



8". A' f ilfef» of teachexs guides and schedules ^o 
series offered throuj^ School' Television is * 
ava±lible. ' " ' ' " 

O ^ A file of/cpccsunity re^ouixes (persons; 
ERJC pieces ^^d. things) is available; ; OO 



Available ^ 
' Check JSFne 


Ut 
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ilization 
he'ck'One 


Yes 




KA 
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V. .LEARNING RESOURCES (cOncCnued) ' 

B. SELECTION, ORGANIZATION AKD \ 
MANAGEMENT OF THE COLfECTION \ 

Criteria: * ' ^ ■ , 

1. All educatiooal oedia of pemanent value re- 
*^gardless of vhere they are housed and bow ac- 
quired are inventoried^ ^classified, and 
cataloged centraliy. ' n 

2. Inventor.' p^cedures and re^cords of the 
n^dia collecfion serve cne Hedia 'Advisory 
Cozi^ttee as an excellent guide in setting 
priorities for the selection and acqulsiv 
tion of iiiedia. ' 

3. Tne instructional staff assists the oedia 
coordinator in selecting nev z^aterials 

' and in weeding existing coll*ectipas . 

^. Reco=:aended selection tools, including,^ 
advisory lists are used in the selections 
ot sedia. , ' / 

' f ' - 

Media' orcers f;^r replacerier;ts , su&scrip-. 
tions, and requested laaterials are 'placed 
in the'spring for early delivery^ with re^ 
ziaining purchases z^de rhrcughout the year 
' as ne£dsadictate. ^ 

6. ^ystesiatic axdering p^rocedures are used. 

7. ^ card^catalog cf a^il educational sedia. 
^ provides accessibiii ty to the sedia 

v#fether cosrsercially acquired or locally 
produced. * 

.8- Tne shelf li*st includes information about 
. the-acq&sition of all materials. ^ 

9- All Dedia a^ife Subject to occasional in- 
'spectlon aad to systematic weeding"^ 

* / . 

10* 'The zedia budget prDvides fspr the acqui-'. 
j^sition of suf f icient 'cateriils and equlpnent 
to n»eet instructional needs. ^* . * ' 



» 11 



Available 
Check One 


Utilizatlpn - ^ 
Check One 


Yes 


Hp 
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V, LEARNING RESOURCES (continued) 



B. SELECTld;, ORGANIZATION AND 
MANAGE^T OF THE COLLECTION 



Criteria: 



11# Fhe Eiedia. advisory coimictee is periodically 
infonaed of the nedia budget balance (s) 
the administration. 



books and the 



V2. Consideration is given Co the budgeting 
oil funds for the naincenance of rsedia 
si*:h as the rebinding qr b 
r€pairio^ of equipnient. 

13. Priorities ar€; sec by the. zsedia advisory 
_ coaruttee for the expendi ture • of federal, 
^st^te and local funds for - the acq-uTsltioS 
, 9±^^^^^^«t*s ^nd equips^'nt* ^ 



Available 
Check; One 



Yes 



No 



NA^ 1 



Util^^zation 
Check One 



4 • 




/ 



\ 



c . 
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VI. SJjkMARY , 

A. Areas of Strength: 



L 



13 



5. Areas of Weakness 



CT Izasediate Plans of laproveiaent : 



r 



X 



D. Long-range Plans for laprovepent : 
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DivisiTon of Edacaciotval^ Media 
State DegarUa^nt of public Instruction 



Raleigh', 'Kortb Carolfina- 
S^^pteaber, 1975-^ / 



ELIMIKAXE THE NON-ESSENTLfiL: ACCESSIONING 



It is the role of the oedia qjordioator to scrutinize thoroughly *the use of' ^ 
media staff time to ensure, that the results ol>tained' for each aciount of tiffie 
ind energy 'invested are true benefits in terxas of betteij service to the users 
of the school media'prograia. Each iedia coordinator Ernst free hirf^ or herself 
and any other neSia staff from non-productive tasks in order lo. invest that 
.cff^ort in function^ more directly related tx> the success of te^ching-leamiog, . 
• activities . 



One exagple of a task which ^ non-productive ixL a school' aedia program an8^ 
which, therefore should be^ elxoinated is accessioning each ite£ft of caterial 
that is ad.ded to the sedia co|ie<;tion. , • ' ' ^ 



The terr ' to accession" here refers to the practice' of assigning a unSque 
Duzaber to each iten as it is added. to -the* existing collection and .recording s~ 
that nuaber-on the item Iteelf and on the shelf list card 'for chat ite^ along 
with additij>aal data /such as, the vendo*r froo vhoa jxur chased, the cost of the 
irezs,^ the source; of ^e p.urchase fund, 'and the date the *itea is added to the 
c6lleg:tic.n. The nuznybr assigned to an'itea is sinpi-y the next cardinal nuiaber 
in a cpntinuous sequence. 

It is assuiied here that the tirse-c'onsiming and antiquated practice oV 
s^intaining an^ "accession list" or "accession book^ is no longer followed in ' 
any elenentary or secondary school jfiince the" tise and effcnrt reijuired in this 
task has for n:any years been recognized as clearly unjustifiable itr tents- of 
any possible benefit to be gained. '\ ^ 



OUESTJOH: ' Vfnac are the possible justif ica'tions for continuing to accession 
^ . n^terials? . ' * 



The p^ra^-tic^ was already ii\ use when I case to work in this school 
aedia center. . ^ . , 



AKALYSIS I^- 



"Because it has always been done Chat.wa/*' i^s not a reason; This? 
line , of Lhiftking is resif>onsible for.nany a practice outlining its 



raison d etre' 



/LSSVER 2: 



Tne accession nur^er gives each* item ^ unique identification. 



AKALYSIS 2., Each iten has unique identification without ap accession nuiaber. 

Each Iters of nacerial has a title and an author (or editor, pror 
ducer, etcet&ra) which distinguish' it iroa 'other iteas. The nase of 
the publisher or producer ^ a further distidgulshing cha'ractcristic 
of each itea. ' " . 



" 2 - 



r 



Hben the media collection contains duplicate fopi^es of the same 
iteia, the copies are. 4±Bftngui shed from each other by designating 
the second _copy acquired asT copy 2, the third as copy 3, etcetera. 



ANSWER 3: 



The accession number identifies an item as the property of our 
t"^hool media center. , - 



A2WLYSIS* 3: Since -each item Is adeqi^tely stamped with ownership identification, 
the accession number is unnecessary for proof of ownership. 



^SWER 4; 



ANALYSIS 4: 



The atcession number indicates how many items are in the collection. 



SJ.nce irtems have been lost or have been weeded^ and discarded because 
they became worn, outdated, or inappropriate, the acbession number . 
does not indicate the number of items' in a collection. 



'ANSWER 5: VJfe begin accessioolng with the nuisber 1 at the beginning of each 

yes^- At the end of the year this tells us how many items 'have 
heen added to the' collection during the 'year . 



A2tALYSIS 5; 



Yes, ,it does. Simply count^g the number of items as they dre 
added to t'he collection would also tell you bow many items, have 
been added- And makljig a si4>le count does not involve s^ampirig 
each i^em of * material* with an ass igrred: number and theR -recording 
-chat specific number on tiie shelf list cajr<J for that particular , 
item, 'a card placed at t^e front of- the shelf list can be used to 
record .the date and the tptal count of the number of items added 
to the cbllection on that datfe. ' * • ' '"^^ 



QUESTION; 



What iriformation relating to the acquisition of each'item^f 
material i-s needed? 



A2;SWER: 



Onljr. information th^t is needed for a specific reaspn should be 
recorded and maintained. An accession number is not needed sincje 
the original reason for Its use^in fhe^school library no longer 
exists. ^ , . . 

\ 

Tt\k business office should maintain ^tbe information n^dfesary tb 
jieet the fiscal r^uirefcents.* This includes^ a copy of -each 



official purchase order -.and invoice. 



/ 



The scjiool media center* should emter on the shelf li3t p&rd for 
each item (a) the' fnformatljon that is "needed tq*aaintain an 
accurate inventory/of the saaterlaLs collection Ind (b). the 
source of the purchase funds.- ' 
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Pivision of Educational Media - ^Elal&L^b, North Carjij|±n4 ' 

State Department of Public Instruction ^ Sep^aber, 1975 



INTAINING A QUALITY HEDIA COLLECTION THROUGH 
SYSTEMATIC WEEDING * > 



A prerequisite for maintaining a quality, up-to-date collection of media is a thorough 
and complete evaluation of all materials and equipmeuj: in the collection. Weeding 
the school m^dia collection by discarding materials and r.emoving equipment no longer 
useful is a task as important as selecting new media of high quality," Although state, 
regional, aad national media guidelines msij define a lainimum quantity- of materials 
and equipment that should be included in schqols, the qxiantities stiptxlated are '\ 
intended to refer 'only to quality. media ♦ 

- / ^ * . 

Materials , ' 

Worn and obsolete materials di&courage sxudents in their search for reliable -infor- 
mation, encourage users to' haijale materials carelessly, and detract from the 
appearance the school media collection. The best service frpa the school media 
program is given when the materials are up-to-d^e and fn good condition* Users 
should be able to rely upon the materials as being the best available. 

The entire collettion should be examined aX least once a year to identify those 
materials which neecf to be discarded. Th^ practice of continuously weediijg materials 
t&rbughout the year may be the most manageable, th^'most effective, ^d Che least 
disruptive of services to students and teachers. At no time should the school's media 
center be closed fq^r weeding or inventory. 

A written policy sUating procedures for maintenance of /a quality media collection \ 
should be developed for the scho^ system under the leadership pf professional media 
persodnel and should be formally adopted by,th^/lbcal board "of education. The policy 
should, con t^jrln criteria for evaluating and weediiig tlie*:olle<;tion, and should state 
characteristic's identifying materials to he permanently discardelf. Such character- 
istics would, but are noi^necessatily limited to the followingf- 

-^Tbor physical condition (yellowed, brittle, scratched, warped, torn, 
or otherwise marred for use) . ' ' .t- . 

. • Oiitdac^d format (fine print; unattractive visuals) 
Obsolete^and/or inaccurate content ' ' 

. Inappropriate subject or treatment of • the subject wHen considered \^ ^ 
lin ijelacion to the needs of -the users ' ^ \ • 

Mediocre or poor quality presentation of consent (consider literary, 
audio,^ and visual qualities). * ^ . ^ 

'Media whose contents are partially outdated should be considered totally •outdated. 
All mate'tials weeded from the collection should be permanently discarded upless 
they c^n be" returned for credit on new materials. (Materials that can be traded » 
include 16^ films', f ilctstrips , etc J; Procedures for disposal of weeded materials 
shouliJ'be clearly -established and- followed. ^ 

<5Some suggested procedures for^ieeeding and discarding materials are: ^ * 

. . ^ » .> - * 

A. Work with a manageable group of maXerials and records at a^ time* 

Remove and keep in order the. materials to be discarded fro6 the collection.. ' 



3|.- Write in pencil on . the shelf list card for each, item being discarded the wore! 
' * "i)iscard" and the date Oaonth, year). Remove the card from tlie shelf li^t^ 

unless a duplicate remains in the collection. If a duplicate reiaains in the 

collection, write the word "Discard" and the date on, the shelf list card by the 
, . copy number' of the item being discarded, and leave the card In the shelf list. 
4. .*^ep in order the cards removed from the shelf list. These cards will be 
' used later as guides to removing th^ author^ ' title, and suhject cards froiD 

the card catalog, ^ey will"* also'^be useH to. give a. correct inventory record* 
5/ Keep, by type of material and category, a running count of the items being 

"discarded for which the .siielf list cards continue to remain in the, shelf list. 
6. Stamp the, materials '^Di&car^". All materials weeded from the collection are 

permanently discarded' (or traded in for discounts) according to "the policy 

approved by the local board of education. 
?• Itemize and record number (s) of media discarded on appropriate inventory 

reports. ^ * . * 

Equipment \ . 



It is important that each school media program provide fof the systematic evaluation 
and weeding of instructional eq-uipment as well' as materials. Since the instructional 
equipment should be kej^t in operative condition thrcyigh preventive maintenance and 
repair, the equipment that shpuid be weeded f rom tne collection is that which: 

is beyond repair or is" financially impractical Co repair 

has outlived ^s usefulness " • * 

is replaced by more ef-fective and/ojr cpnvenfent.'«qulj«ient 

- J , 

So'jiie used equipment can be traded in for discounts on the price of new equipment or 
can be sold outTright'by the Division of Purchase and. Contract in the State Department 
of Administration. The copy of the current State Contract for audiovisual cfluipaent, 
sent annually to the superintendent of^eac.h school system, should be consulted for 
specific inf ormat,ion. Procedures for the disposal of equipment withdrawn from school 
collections should be clearly defined by the local administrative unij:. 

The date (month, year) ind the caathod o^^i'spo^al used should he writt^ o'n the £n-^^^ 
ventor^ control card i<ft eacfi itesi of equipment ^lat is withdrawn. This infonaation 
should be recorded also on any duplicate copies of the inventory control card that 
may be kept in other, locations;^ e.g., an the system-level equipiaent repair center. 
Amove the <;ard from the current inventory list and place It with car4s of other 
withdrawn equipment. Retain these cards until, the information on theja is po longer 
needed to substantiate inventory and fj^nancial reports. • ^ * • * 



Division of Educational Media . Raleigh, North , Car oHna ' 

State Departfflfent of Public, Instruction ' . September, 1975 

THE; ROLE OF THE MEDIA ADVISORY COMMITTEE , 

Who is legally responeib^ for providing a written se*^;ection policy? * 

The responsi^i^ty' for the selection of ixistructional materials rests with the ' 
local school, adadnistrative u^t as iadit^ted by Section 115--206.14 (b)^f the 
Gener^aL Statutes of North Carbiina' to wit; *^(b) Local boards df education shall 
adf>pt written poiicies cooceruing the procedures to be followed in its school 
adalnistr^tive unit for the selection and procurement of suppicmentary tisit-r 
books, library booJgs , periodicals, and other instructional -m^ferials needed for 
instructional purposes in the public schools^ of that uni-t, SuppiemeAtary ^ 
books and other instructional materials shall neither 'displace' nor te -u&ed 
* to the exclusiph of basic textbooks,!' "(c) Funds allocated by ^e St§te 
Board of Education or appropriated^, in the current expense or capital out- 
lay budgets of -the school admiaistrative units,* may be used toz the above- 
stated purposes,*' ' . ^ * . 

kTiy have a Media Advisory Conpiittee? ' ' , . • 

For the s^election of Media, the formation of a Mecfia Advisory Coanittee is 
recommended on the premises that: ' ' . ^^^jfl^ " 

' -the wisest expenditure of funds ref l^cts^ scnoolwide objectives and ' 
I priorities; ^ . . . * 

-the expertise of Che schcrol^'s varioui curriculum specialises can be 
.invaluable in selecting quai^Ty^lsedia;' „^ 

-wise selection practices can increase the '.effective utilisation of 
media throughout the school program; \ ' ' " 

-wise selection practices decrease useless xluplication of materials; . 

-'jiedia purchased without involving- the appropriate i|istructioual staff 
itend to remain unused; . • * 

-the responsibility for coordinating " the selection, acqul^tion, orgsni- * 
zation, and circulation of ;iiedia for the total school fl|^propei;ly the 
role of the school's^ professioi^l media staff j 

-t>re medi^ program is. intended to serve all persons in the school, 'there- ' 
% fore, all pei;sons (via donsnittfe members) siwuld have opportuni'ty to 

share in the resppnsibilit^ Jor havitig a relevant media collectida. 

For the promotion of the media program, the >ledia Aijjdaory Committee provide 
leadership- in establishing policies for: ' , \ ' 

-serifi'ces to meet the leamiRg objectives of tl^e school; 
^accessibility t9 ail types of medlit: ^ ^ • 
•.**-an "opeq^^oo^'^^licy for students during the school dav^*as*well as 

before and after school; . ^ f: ^ ^ 

"-flexible schedyle^xair iudivichlal$, ^maU groups, 'aUd classesi 
*-circulatidn of feedia to students for scbool-and ^hotae Use^^ 
^instruction in sequential media skills and cooperative planning . 

b^ the- ins true ^ional ' ^t earn in the' classroom or media center; ♦ • • 
*-ut'iy.2ation and production of media;-* / ^ * ; ? 

-initiation of Book -^airs ai^ other Comnmniry''"^^iyit|.e8^vhlch 
' strengthen the laedia prograta." » * . / • ^ 



/ 



igtl^en the media prograta. 

y 



How is the Media Advisory Conanittee fpriaed? 

/ / • 

* Id arder to ensure that the Biedia selected for acquisition by a scho'ol / 
reflect th^ n^ds within the school, each schdol should establisli pro- 

' . cedures fbr involviug the vaciaus personnel in the selection of isedia. * • 
A recommended procedure for each school is the establishment Of a Media^-^ 
Advisory Committee, The principal appoints tlm^Committee composed, o'f tpe 
sthooj' s .head media coordinatflh: as chairman, otmer professional media ^ 
staff ,^ at'lea3t one teacher representative fro'm each area of the* curriculum^ 
(subject" a1:ea,^ gr^e4rlevej., or teacher team), one or mor6 students, and 
parents. The principal of the school serves on the committee; the uni^t- 
^leyel media dii^^ctor is* a resource pers^, ^ . , ^ 

What "ar^ the procedures for t^ Media Advisory Committee to follow in the " 
selection of media? ^ ' - ' * 

—Adapt the unit-leve^ selection policy to meet local needs, ^ 
-Develop a form and establish procedures for redonsideration of 
challenged materials. * 
-Know and consider media to meet individual learning styles. * 
-Solicit ^recommendations from the various segments and individuals 
^ of the school population. * ^ ♦ 

'-Assist- in weeding to maintain a qjuality collection. , - ^ 

-Consult inventory records to ascertain scope and deptE^of t^e 

* school's existing collection. 

-Determine priorities bas^ on school-wide objectives. ^ 

-Consult recommended selection tools including Media Advisory Lists. 

-Select 'media which supports the school's total curriculum. 

-Set priorities for -the expenditure of federal, state and local 

funds for the acquisition of materials and equipment* 
'-Cozzsounicate to all staff members school-wide .priorities as recommended 
, by the Media AdvistJry "Committee.' 




Division of Educ^ional Media ' ^ ^ ' Raleig|i, North Carolina * 

State Department of Public Instruction ^ October, , 1975 



POLICIES AND PROCEDURES FOR SELECTING EDUCATIONAL MEDIA 



/ 



The followixig concerns policymaking for the selection of instructional toaterials 
'and equipment in school medjra collections. ' (Hereafter when ioth^inaterials 
and equipment are, referred tro', "the term "media" will be used.) Included is a 
sample policy offered as a guide to as&i-st school administrative units dn 
developing their ovn policies and procedures to govera the selection of sedia. 
The develQpment of such policies for the selection of instr^tipnal materials 
is required by- the Public School Laws ^6f North Carolina, Section 115-2^06, lAXb) : 
"(b) Local boards pf Education shall acjopt written policies concerning tlie 
procedures to be follwed in their scl^l administrative unjt for the selection 
and jrocurement bf supplementary textbooks, library books, periodicals, and 
othet iiVtructional materials needed for instructional purposes in the public 

schools of tfiat unit.. 7^" - ^ 

r ' ^ • 

After a school administrative unit has developed V30.tten policies and 
procedures for the selection of media for its schools, the , unit should file 
a copy with the i^rector' of the Division of 'Educational Media, State Department 
of public Instruction, Raleigh, North Carolina 27611. 



Samplej i 
POLICIES AliD PROCEDURES FOR SELECTING 'EDUCATIONAL MEDIA 

m ^ • 

\ '-'fj ' 

I- RESPONSIBILITY FOR SELECTING MEDIA 

The Board of Education of the ^ / , Stehool^ 

Administrative Unit is* the governing body of the unit and is therefore legally 
responsible for all" matters concerning the operation- of schools in the unit. 

h 

The Board of , Education delegates the responsibility for coordinating the 
^ selection of. media and making recommendations fpr purchases to the 

professional media personnel ^in the unit. A Media Advisory Committee 
assists the media pet^onne^ 1^ the selection process. This ^onsaittee / 
should include teachers representing all subject areas and/or grade - 
, ^ levels, principals, s^peuvlsor^, students, and community representative , 

Under the leadership of media personnel, this group sets priorities fcjt 
^ media to be acquired, based on school-vide Object ivfe and on strengths 

and weaknesses in the existing collection. In determining priorities! the 
committee is informed of the budget allocated for purcTiasing media 
order to make the wisest choices possible. 

II. .OBJECTIVES FOR SELECTING MEDIA 

The primary objective of the unit-level anH' school media programs ife to ^ 
implement, enrich,, and support the instructional programs of the sdhools 
in that -unit. The media program 'makes available, through the medii 
^ , collection, a wide range of materials -varying -levels c/f difficulty 

with a diversity o^' appee^l coicpatible witH the different neec^s, iriterests, 
and viewpoints of .students and teacheffe,.*'\* , * - 
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To this end, the ^ Administrative 

Unit endorses -the SCHOOL LIBRARY BILL OF RIGHTS FOR SCBOOL LIBBARY 
MEDIA PROGRAMS (copy , attached) and,, in keeping with the idc4S expressed 
- J therein, asserts that the responsibility of the laedia program' is as 
follows: • / ' 

1 to provide sedia that will enrich and support the curriculua,, 
taking into consideration individual needs and the varied 
interests, abilities, socio-econopic , backgrounds, a««i maturity 
levels of 'the students served 

to provide aedia that sticulate growth in factual knowledge, 
A,\ literary appreciation, aesthetic values, at^i ethical standards 

• to provide a background of inJEoxEation enaBllxig student^ to 
" nake intelligent judgaents in their daily life * ^ - 

^ to provide naterials op opposing sides of controversial ^issues 
so that students znay develop, under guidance, the practice of 
critical thinking and of critical analysis of all^pedia 

. to provide materials representative of the aany religious,^- 

^thnlc, and cultural groups in our nation and the fontributions 
' of these groups to our Anerican heritage 

» 

, ; to place principle qjb^ve personal* opinion and reason above ^ 
prejudice In selecting n^dia of the highest quality in order to 
assure a comprehensive tollection. appropriate for the users of 
the oedia center.* 

III. ' CRITERIA FOR SELECTIKG MEDIA ' ' " ^ 



Individual *le^ mi ng styles, the curriculua, and the existing collection 
are given first consideration in det'eminlng the ne^s for sedi^ft in 
indlvidiial schools. 

Media considered for purchase are Judged on the basis of 

* educational soundness 

. overall, purpose and its dir^t relationship, to instructional 
objectives , . ^ - • ^ ' ' ^ - 

'•tiiaeilness^ and permanence 

. laportanpe of* the subject satter and its relevance to real- 

life situations' , ' ' . *' 

* »— ' * « 

- * .quality of production/manufactuiifing, quality o£ vrl]^;ing/ 
' presentation -and popular appeal 

J ' . , 

* • authoritatfiyeness . ^ - » ^ 

* r^uta^ion of - publish^r/producer/TafloufflCtixre'r - 

reputation ^d significance of the author /arris t/cbaapoeer /editor* 

* • . * 

ERIC *^^P^^^ Ixow^ the Aserican 4S8oc£at^on of Sqliool Librarians » SCBOOL LIESAEY 
m^m BILL OF RIGHTS, FOR SCHOOL LIRRARt MffilA PROGRAMS . ' r^r. ♦ ' 



^ ^ ^^^^^^^^^^^^^^^^^^^^^^^^^^ 

f 
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fonaat, construction", and prfce 
$- . ability to accelerate learning and enhance retention 

• ability to achieve desired results . • ' ' 

^ * — -* /' 

. eas^ of use as opposed to necessity ior* specialized traix^lagy^ 

IV* PROCEDURES FOR StLsCTJKG AKD HAIKIAIKIHG TEE HEDIA COLLEQTIOK 

In coordinating the selection of i^dia, the ^;^la ^professional) assist^ 
byi the Media AdWsory Cgcs^ttee, siould * 

^ '4 

• arran^^ vben possible for firsthand examination of itists to 
be purchased 

• use repQCable, tiibiased> professionally prep^ar^ selection aids, 
'-whefi first?jand <bcasinatit>n of aedia is not possible - 

• judge gift ^t%aLs by standard^ selection criteria and, upon 
acceptance of such ite:^, reserve the :;ight po' incorporate into 
the collection only those saeeting these specified criteria ' 

purchase dupiicafes of extensively used aedla 2 

veed continuously fnm the collection vom^ obsolete, and ♦ 
inoperable pedia 

* I ' * ' 

pur ch ase rjfeplacesents for vom, damaged, or aissing 'sedia tasic 
to the «>l/lection 

evaluate fcarefully and purchase only to fill a specific need 
expensive sets of materials and itehs procured by subscripticrn 

/ I . , _ • ' 

d^teraine a procedure for preventive saintenance and repair 
'^f e^uiraent* ' ' 

/ " ♦ / - 

establish a policy controlling sales persons* acce^js to individual 

school/personnel. . * . . > . 
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CHALLENGED H^TKRTALS , ^ ^ 

Occasional objections to. soae seterials say be voiced b'y the pt^lic 
-desM^te the /care taken in the selection process and despite the ^ 
qualTf icati^s of persons selecting the materials* ^ ' * 

/ ' ' 

In case siaterials are challenged, the right to read, freedom of acc^s 
of saterials^ di^ the professional reappnaibilit^ pt the Hedla Advisory 
Cossd^ttee kuat be defended before the. skterials theaselves. 

If a cosplaiat is raade, the follovlng ' procedures should be observed: 

courteous But sake oo cossdtaentt J 

. I^fora the st^erinteodent and cbe sedia director oi the 

jlaint. ■ . ' ' 
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. Invlce the cos^lainanc to file his/her objections in writing 
and send .hia/her a copy of the form, CtHZgH'S REQUEST FO^ 
. -THE REa)BSIDERATION OF. IN^tRUCTlOHAL HiLXmALS , for subnitting 
a fcnial coc^laint to the Kedia Advisory Co&it^ee. 



^ Tne cor=Littee vill 
** * ' ^ 

- ^^Ijxanine the challenged cateriel 



7 



- survey appraisals of the ciaterials in professional 
/ reviewing ^sources 

- veigh nerits' against alleged faults to fom opinions 
'ba,^jBd on the naterial as a vhoie and not on passages> 

isolated fros context / 



discuss the r^aterial and prepare a report on it 

- file a copy of the report with the principal, superin- 
tendent, and riedia director 

- retain or-vrithdrav the challenged materials upon completion 
of the hearing process. 
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. * * * 

1)Ivision of Educational Media ; * Raleigh, ^rth Carolins 

State Departoent of Public Instruction' / August, 1975 - / 

SCHOOL' KEDtAf IKVO^TOElY 

Why Inventory ? 

.Helps assure c^re approj>riate acfquisttions \ 

.Helps assess the extent to vhich students and teacher^ are provided a wide variety 

of nedia suitable to different learning styles, and cucriculua areas 
.Provides, at the state? level, aa overall picture of the developizent and_status 

of ziedia caliections in the schools * 

.Assists the Division of Educational Kedia in assessing the current status of 
2edia collections in the schools aad^ia i-nterpreting- to the legislature the 
need for fiuancial resources ' ' 

When do you Inventory ? * f 
» t % 

Under t>rdinary circ-^fnstaGces , once eVerry' rwo years is 'frequent enough to inventory 
physically eacrT iteir of inedia. Tne Inventory-^atistics H:an then be updated at the 
-^end of each subsequent year through regul^j/Cfethcxds ofjijaCC^d-keeping. (Fnat is, 
by adding. the number of iter^s put into the collectlxmianOr by subtracting the nuiiber' 
of ite» removed fron the collection during the year;. Ib.e ni^zber of iteris vhich 
have been stolen. vilX be 'deterrlned culy when the physical inventory is trade. 

. Media equipaeMt =ay be inventoried ac- Che beginning ai^d/or end of each school 
year. \ . • . . 

* ! 

It lay be conveniesr tc check at the s&i^ tirs to be sure that each item is tn 
operative condition. In any case, preventive i^ains^enance ^hould be conducted *on 
each iten periodically. \ 



At no tirie should the school's ^edia center be cldsed vhen schooJL- 
is in session. A ::;edia center which is^losed while the school's, 
teaching/learning activities continue is certainly not in the* ^ 
siainstrea^ of the instructional program.* 



Sov do you Conduct an On-s^oing Inventory ? 

.Use student assistants^, parents vclunteets*|,, and/or i^edia aides to .invent.ofy one 
^section of saterials' at a tice,^^rieading^^ the inventory tfnroughout the school 
yeac. * ' • ' * ' 

.Since each iteri of caterial c^ed ^^the school should be recorded on a shelf 
list card, the shelf list serves as tne i^entory control record* When a section 
of saterials.is inventoried, .the shelf iisn card of each iten not on the shelf or 
in ciroulation' can be signaled vith a «pecl^i tab^ 

.At the end of the ye^r vhen all the zskterials have been r^t^WnCi^ and placed in 
order, the cabbed shelf lisj. -c^ds are checked against ,the^lTB:3^^t^--drteraij^e 
which iters actually afe cdfksin^ or' lo^t . 1 t 

,One card for ^£ach itealpf eg u^^^Ci^t ''should Be zaaintained ^n a file to serve as 
the equipaent invTent&r^Sl control record and the record of repair^ ^ J^ ^ preventive 
caintenaace. The eqajLp«en£ inventory process inay be divided into panageable units 

' by apportioning .the school into sections and inventorying by sections if the col- 
lection is very large. Many , persons , including teachers to whoa the*equipaent , 
zsay fe^ assi'gned, can be ^nl^ted to assist in accounting for all itess-. 
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What are Annual Ipvencory Procedures ? 



Recording Additloae^ 
eli 

f 



. Prepare a 3 a 5 card to >e place^d in the shelf list draver in front |of cpe 
listing for each type of laateriai to record ^he nuc^er of itens thr^pghqut the 



Exception: An inventory card for each type of xaatetials should be ' 

placed together at Jthe beginning of the shelf list if a nedih ^center 

follows the pract^pe of shelring all fonaats of zsaterials together 
by subject. , ' 



Exazple : ^ 



Sooics added *»^ly/i, 19 7_ June 30, 197^^ 
Sc. l>^te 



I 

Make a siiriiar card t^^ filr?- 
^strips, disc recording^, etc. 

V 



Each tiise itens are added to thdkcol lection, enter dn the proper card tbe( nur^et 
of itei2s and the*date added, At the end of the year, total the nunber of titers 
added to the collection during that year, ^ ^^^^ 

Recording Vitnaravals 

Prepare a second 3x5 card for each type of sat^rial to record the^ mnsfaer i>i 
itezis vlchdravn froc the oollection. "Withdrawn" here refers Co those iter^, 
that are weeded and penianently discarded plus those iteas that are lost. \ 



Excuzple ; 



Hake a sinilar* c^^ fol fi 
strips^ disc recordings, etc 



Books withdrawn Jul^- 1, 19 7_ June 30, 19 7_ 
So. Dace 



. Each- tice iteas are weeded frx>n the collection and pejranently discarded, record 
on. the proper CA^fd the uic=ber\of ite:;^ and^tl^date discarded. 

. At the end of/Ae year, total ^he nu^er of^i^ns vithdravn (Including lort) 
during the year. \ i ■ • 

. Use inventory atacistics for th*^ end of the previous year and add or subtract 
as appropriate tG. update the statistics. Use AHKCAL IKSTRUCTIONAL M£DM- REPORT 
tosi'ecord ail s tails tics \ ^ ^ • 




*rne purpo^^e of this guide is to sx^eat cleat, concise procedui|es 
for obtaining a reasoaably accurate inventory. It is a vise pi^c- 
rice to ll^it the investiafent of tlce ^d etnergy! diredted toward 
this task lb order ,t3o jlirQCt^^rgies jtoward a greater priority — 
facilita^tin^ learning.'- ;] * v • 
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Di^aion of Educational Media 
* State Deparaaejjc o/ Public loscruccion 



Raleigh, North Carolina 
Revision, 9/75 



SUPPLEMENTARY BOORS ORGANIZATIOK . 

The State discontinued the practice of officially adopting supplementary 'books 
as of July. 1, 1969, and discontinued sile of all' supplementary books on June 30, 
1971. 3y act of the 1969 General Asseably, beginning with schopl year -1969-1970, 
funds for instructional caaterials are allotted diTectly to each school adainis'- 
trative unit with 'the responsibility for the selection of the instructional aaterialj 
resting vith the local administrative unit, the schooi media center (library) as 
tbe ciaterials center of the school has the reaponsibllit>' f or%:oordinating the 



selection, acquisl/titn, organization and sianagenent of all instruct 
of the a^nool. ide practice within eacn^school should reflect this 



ional ciaterials 
basic policy. 



SoiLe schools still tiave books w.ich were acquired under the State Adopted Suppie- 
=:ent;ary Books program. Tne following methods of organization and- circulation of 
such books are recosended in order to ziake the books as accessible as possible' 
■to all students and teachers in the school. 



Charting the Organization of Supplementary Textbooks 



Since trie State officially adopts basal textbooks, any oth 
terped **suppiei^entary*\ Fcilcving are suggested steps for 
lating the supplementary collecdc^: 



er textbooks nay be 
organizing and clrcu- 



STE? 



STEP 11 

STZ? iir 

Jf 

y 



-Weed the supplementary collection thoroughly to reaove worn 
and obsolete books. All books weeded from the collection 
should i>e permanently discarded following the established 
procedures of the local adr^nistrative unit. 

4 

•Group by subject Qewey Decimal System may be used); alpha- 
betize within subject by author. 

-Prepare a gV.elf list card for .each title. Author, title, and 
subject cards may be prepared as for any book of fiction or 
non-fiction and interfiled in' the -card catalog. 



Shelf list card for 
supplementary books not 
a part of general media/ 
collection 



EXAHPLZ: Shelf list car^ when some 

copies of the supplecen- \ 
tary collection become part 
of the general ©edia col- - 
lection ' / 



j Supplementary' 
/ 592 • 
3 





Auchor 








Title 






C.l 


C.6 


C. 


11 


C.2 


C,7 


C. 


12 


C.3 


C.8 


C. 


13 


C.4 


C.9 


C. 


14 


C.5 


,C.10 


C. 


15 



erJc 



792 






C 


Author 






Title 




C.l 






Q.2 






C.3 






C.4-c:35 

1 


(In Supp. 


Collection) 
♦ 

• 



STEP, rv -Make a citculation card and pocket fo© each book in the? 

' supplementary 'collection as well as for tho^e becoming part 
of the library collection. 
*. • 

STEP V -Locate the suppleoentary collection in or near the media 

center. One to three copies of a supplementary title may 
become part of the media collection. 

The supplementary collection should be made readily axicessible on sh^rt or long. 
Jerm basis to all students and teachers, this includes ^rculation within the 
aedia center, to the classroom and/or the home. ^ ^ 

These steps of organization and circulation are intended to be one more effort 
toward making all types of materials readily accessible to all students and 
teachers in order that varying tieeds of individual students can truly be met. 
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Department of Public Instrvctlon 
Division of Educational Media 



Raleigh, C- 
July^ 19^5 . 



GUIDE FOR' ^ELECTION OF PROJECTION LAMPS^ 



The attached guide has been developed to, help you with fhe 
\electlon of replacement lamps f^r the various projectors t^hat iiave 
been^on North Car<4ina Cont-rab^t Certification No, 17 dur^g the past 
few years. " - . ^ 

Replacement lamps for projector^ may b^ purchased through 
the provision of North Car6lina Con^tact Certification No. 34t),- ThiV 
contract expires in November of eacl^ year, ' Each year the contract will ' 
indicate the sources from which 14mps may be obtained.,. Local distributors 
of successful contractors may be identified by reference to the yellow 
pages of the local telephone directory. _ V ' * ^ ' . 

Iticreased use of projection equipment- by* schools ^ particularly, 
for IndividHialized study, suggests. a need for parchasing-.longerr-lif e 
projection lamps, even though the longer-life lamps may co^t more, the 
greater use will provide better overall cost efficiency. In order^ that 
projectors will not be out of use, it -is ^gg^sti^ that one spare lamji 
be circulated with feach projtector* ^ ^ 

System-level media personnel are encouraged to assist local ^ 
school media^ personnel in securing the best lamp prices avallabLa, -,If* • 
you have 'quest loos pertaining co the selection and/or purchase of proj^ec- - 
tion lamps, thi& office \ti^ be pleased to have the opportunity to work' 
with you, Yot^ suggestions for making, this guide more useful will also 
be appreciated . ' ^ / 
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PROJE CTORS 

, ^ 

16MH PROJECTORS 

Bell & Howell:' 540; 542-, 545; 5^ *" 
Bell £, Howell: 1540; 1541; 154^^ 1551 
Graflex: 815; 915; 920; 1050 
GraflBx: 1120^ 1160A 
Kalart Victor ■ , 

Viewlex: 1600; 1600XL 
Viewlex M-41SE1; M-4^STE1; M-35082 
. ' hI-SlST61; M-81SE1 

FILMSfkiP PROJECTORS (750 Watt Units) • 

" Bell & Howell: 745B; 745C 
Bell & Howell 74 7A 
•Graflex 'SM750 
Graflex SMIOOO 
Stafi^rd 750R 
Viev'lex V25; V755' 

FILMSTRIP- PROJECTORS (500 Watt Units) 
■ Dukane 14A650 
Graflex Sc^hool Master ,-500 
Standard Jr. *500; 500RR-2 ' 
Viewlex V27 

*General Electric Lamp 

SOUND FILMSTRIP PROJECTORS 

Dukane Super Micromatic' 
Viewlex V371 

" FILMSTRIP VIEWERS 

Avid V-20 
Beacon Raven 

Brodart HPI- , • ' 

Graflex Study Mate RP-50 
Beacon FS-105 

SOUMD FILMSTRIP VIEWERS • • 

Dukane 28A25 

Dukine AV Matic: 14a;55; 28A11; 28A27; 28A1 
Graflex Autoadvance'^II 
Vi^^lex Tabletalk; Superviewer 134; 136 
2" X 2" SLIDE PROJECTORS 

Crestline Model DL 
Kodak Ektagtaphic AF; 900 
Kodak Ektagraphic: 310Z; 340Z 
Sawyer 570R , 

SOUND/SLIDE PROJECTORS •'' 
JM, 625AGA; 625AGF • ' ' 



LAMP 



-CTT 

EMM/EKS 

DKM 

EJL 

DFD 

CTT 

EJL 



CWA 
•ELH 
DEP 
*DLN 
DDB 
DDB 



BCK 
DAK 
DAY 
DAK 



DYH 
DDB 



BLC 
BLC 
BLC 
BLC 



RATED LIFE 
iHRS.) 



25 
25 

25, 
25 
10 
■ 25 
25 



25 

175 
25 
25 
25 
25 



50 

■ 25 
30 
- 25 



75 
25 



50 
50 
50 
50 



WATTAGE 
• / 

1000 , 

250 

250- 

200 
1000 
1000 

200 



750 
.300 
750 
750 
750 
. 750 



500 
500 
500 
500 



600 
750 



30 
30 
30 
30- 



(This is a special long-li£e lamp ' 
which may be purchased from automoljlle 
supply houses for approximately 80c each.) 

\ ■ ' 

CDS/CDX , 50 ' 
*C'DS/CDX 50 
BLC 50 
CBJ/CBC 50 



100 
1(>0 
30 
75 



DAK 

DEK/DFW 

ELH 

DAK 



B'CK 



25 
25 
35 
25' 



•50- 



500 
500 
300 
500 



500 
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PROJECTORS . 

SOUto/SLIDE VIEWERS / , 

Singer- Graf lex Caram&te 
*Genfei:al Electric Lanp^ 

■ Overhead pftDJEcroRs 

Bell & Howell 301; 362 /- 
Beslej; 15-^10 

Besler 6600^ . • ^ 

Besler VGC614C; VGC612C; VGC610C', 

GITDOGC; GlOO 
Buhl 80-12CL; 80-14; 80-14CL; 80-16CL 
3M i66 . . 

3M 6'6ARC; 66ARF; 66ARL; 56^RGL; 

566RGFL; 566RGCL 
Projection Optics: 214O0C; 214dlC;' 

y.402C; 21260; LlOl 

OPAQUE PROJECTORS • • 

Sealer VuLite^II ^ 
BCihl Hark IV^"" . ' ^ 
Projection Optics ' \ - ' 

SUBSTITUTE LA>{PS: 



I 



■'As' 









LAMP 
• 


RATED LIFE . 
(HRS,) 

f 


• • 

WATTAGE • 


CAR 


15 






* 

.V 


* 


DYV • 
FAL 
DRS 
DYS- 


y75 
.75 
25 

" 75,_ - 


■ 600 

■ 420 
lOOO' 

600 . • 


DYS > 

FAL 

EHA 

DYS, 


75 
75 

^5 . 

V 

75 - 


V6q0 - ,' ' . 

420' 
'500 

< • • * 

> 600 


DRC/ 
PRC ■ 


50 " 

f : 


1 nnn ^ 
1000 
\ 1000 • 



IIAMP 

BCK. 

BLC 

CAR . 

CBJ/CBC 

CDS/CDX 

CTT 

CWA 

DAK " 

DAY 

DDB 
"DEK/DFW 
-DEP 

DFD 

Jim 

DLN 

DRS 

DYH 

DYS 

DYV 

EHA ^ 

EJL 

ELH" 

--EMM/EKS- 
FAL 



I 



\ 

V 

i 



SUBST'ITITTE 

BCL 
"BLX " 
'BEE 

None , 
CWA 
CZA 
DAY 
DAK 
DDY ' 
EGX 
DAY 
^None 
DLR • 
DEK/DFW 
DRC_ ' 
DVY 
DYV 
EGH 
None 
■EJA 
ENH' 

None , 
None 



RATED LIFE (fiRS.) 

— 1 

1000 f 

50 . 

15 

50 

25' ' 
i 25- 
, ■ ' 30 , 
' ^ 2^ ' 

2O0- ^ 
. * 200, 
'25 ' 

10 • 
25 

50 > : * 
•75 ' 

•r , ^ 

40 ' • 
173 ' 



WATTAGE 

300 
' 5Q 
150 
50 

750 ' 
500 
500 " 
500 

.750 . 
50D - 

5oa 

250 
500 

1000 
^50 
600 

,500 

150, ' 

.■300... 
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